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PREFACE 

DURING  the  last  few  years  numerous  books  dealing 
with  Office  Organization  have  appeared,  but 
there  seems  to  be  a  paucity  of  instructive  literature 
relative  to  the  administration  of  a  small  business. 
This  little  work  is  intended  to  set  forth  the 
principles  of  Office  Organization  in  such  a  manner 
that  the  small  trader  can  apply  them  to  his 
business. 

Although  the  forms  illustrated  are  given  as 
suggestions  only,  they  are  in  actual  use  and  will 
need  but  little  modification  to  meet  individual 
requirements. 

The  Costing  System  explained  in  Chapter  X 
is  applicable  to  any  small  business  where  orders 
are  put  through  for  a  definite  quantity  or  service, 
but  the  Cost  Sheet  must  be  changed  to  suit  the 
business. 

The  writer  strongly  advocates  that  a  profes- 
sional accountant  be  appointed  to  audit  the  books. 
So  many  small  traders  endeavour  to  "  economize  " 
in  this  direction  with  the  result  that  their  economy 
costs  them  dearly. 

Thanks  are  tendered  to  the  office  supply  houses 
which  have  kindly  lent  blocks  to  illustrate  the 
matter. 

W.  A.  S. 

HIGHAMS  PARK,  E.4. 
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CHAPTER  I 

ROUTINE   AND   EQUIPMENT 

ALTHOUGH  many  of  the  men  commencing  business 
to-day  are  technical  experts,  they  know  but  little 
of  office  routine  and  have  neither  the  time  nor 
the  inclination  to  labour  through  voluminous 
text  books  upon  the  subject.  Yet,  to  a  large 
degree,  the  success  of  each  undertaking  is  de- 
pendent upon  the  ability  of  the  principal  to  install 
and  maintain  an  efficient  system  of  records  that 
will  show  at  all  times  the  tendencies  of  the  busi- 
ness. One's  judgment  cannot  be  greater  than  one's 
knowledge,  and  a  systematic  arrangement  of 
information  and  accounts  is  necessary  in  every 
business  :  many  failures  may  be  attributed  to 
neglect  in  recording  facts  and  figures  for  com- 
parisons and  as  a  basis  upon  which  to  determine 
future  policy. 
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HIE    ORGANIZATION   OF  A   SMALL   BUSINESS 

Staff. 

The  routine  work  of  an  office  should  run  as 
harmoniously  as  a  perfectly  adjusted  machine, 
each  member  of  the  staff  performing  his  particular 
function.  Much  depends  upon  the  selection 
of  the  staff,  and  its  attitude  towards  the  manage- 
ment and  the  policy  of  the  business.  In  the 
first  place,  each  employee  should  be  fully  qualified 
to  carry  out  his  duties  promptly  and  accurately, 
and  junior  members  of  the  staff  be  encouraged 
to  train  for  better  positions.  We  have  likened 
the  office  routine  to  a  machine,  but  not  the 
individual.  A  certain  known  force  will  drive 
a  machine,  but  nothing  on  earth  will  persuade  an 
unwilling  office  man  to  give  of  his  best.  The 
average  human  being  is  responsive  to  good 
treatment,  and  the  only  place  to  drive  unwilling 
workers  is  out  of  the  business.  The  most  effective 
way  to  manage  the  business  is  to  "  manage  "  as 
little  as  possible,  but  to  promote  the  sympathy 
and  co-operation  of  the  staff.  The  manager 
who  rushes  about  denouncing  everybody  and 
everything  as  soon  as  a  mistake  occurs, 
needs  a  lesson  in  personal  efficiency.  The 
cause  of  errors  should  be  investigated  with 
a  view  to  preventing  a  recurrence,  but  nothing 
is  to  be  gained  by  running  amok,  upsetting 
the  whole  organization,  and  so  creating  an 
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ROUTINE  AND  EQUIPMENT 

atmosphere  destructive  to  concentrated  attention 
to  duty. 

At  the  outset,  it  will  be  well  to  determine 
definitely  the  duties  to  be  performed  by  each 
member  of  the  staff.  Misunderstandings  will  be 
avoided  by  the  issue  of  written  instructions 
stating  when,  how,  and  by  whom  the  several 
duties  have  to  be  done.  A  schedule  of  this 
description  fixes  responsibility  and  is  the  first 
step  towards  systematic  work.  The  next  step 
is  to  provide  for  daily  reports  of  work  done  and 
work  to  be  done.  Such  reports  keep  the  principal 
in  close  touch  with  the  progress  of  operations 
and  act  as  silent  hustlers.  No  conscientious 
employee  likes  to  report  that  he  is  behind  unless 
there  is  some  good  reason  for  it. 

Book-keeping. 

Knowledge  of  one's  business  is  the  keynote 
to  efficient  management.  The  system  of  book- 
keeping should  provide  for  monthly  statements  of 
profit  and  loss,  and  the  principal  should  be  in- 
formed daily  how  he  stands  as  regards  accounts 
receivable,  accounts  payable,  orders  inward, 
orders  executed,  orders  on  hand,  bank  balance, 
etc.  One  managing  director,  known  to  the 
writer,  secures  daily  reports  from  the  Order 
Department  showing  the  values  of  orders  received 
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THE   ORGANIZATION   OF  A   SMALL   BUSINESS 

from  each  source  and  the  total  amount  billed 
for  the  day.  The  Counting  House  furnishes  him 
with  a  daily  statement  of  cash  receipts,  credit 
notes  issued,  purchases  and  cash  paid  out.  The 
managing  director  enters  the  daily  totals  in  a 
small  loose-leaf  book  divided  into  sections  for 
daily,  monthly,  and  yearly  results  ;  the  sheets 
are  ruled  with  cash  dissection  columns,  which 
he  heads  himself.  The  daily  postings  to  this 
book  occupy  about  ten  minutes,  and  yet  it  shows 
the  tendencies  of  the  business  at  any  time.  At 
the  end  of  each  month,  the  monthly  totals  of 
daily  returns  are  transferred  to  the  monthly 
section,  and  the  totals  of  the  monthly  sections 
are  carried  annually  to  the  yearly  section. 

System. 

Scientific  management  has  received  much  atten- 
tion in  the  U.S.A.  Under  the  system  advocated 
by  F.  W.  Taylor  and  his  adherents,  stop-watch 
time  studies  are  made  of  each  operation,  and  all 
unnecessary  movements  eliminated.  The  "  one 
best  way  "  of  performing  each  task  is  found  and 
that  way  is  standardized.  W.  H.  Leffingwell, 
in  Scientific  Office  Management,  applies  the  doc- 
trine to  office  organization  ;  and,  although  the 
small  business  man  cannot  be  expected  to  main- 
tain individual  efficiency  records,  the  underlying 
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principles  of  scientific  management  are  applicable 
to  every  undertaking. 

All  preventable  movements  are  a  waste  of 
time  and  energy,  and  this  fact  should  be  borne 
in  mind  when  laying  out  the  office.  The  reader 
is  invited  to  test  the  efficiency  of  his  own  plan 
by  making  a  rough  draft  of  his  office  and  then 
filling  in  lines  to  show  the  routine  of  the  work. 
The  method  of  handling  each  kind  of  recoid 
should  also  be  considered  with  a  view  to  the 
reduction  of  operations  and  the  introduction 
of  up-to-date  labour-saving  devices  where  their 
installation  is  necessary  to  economize  time. 

The  word  "  system  "  has  become  hackneyed 
and  is  oftentimes  misused  to  describe  a  collection 
of  files,  card  indexes  and  forms.  It  is  true  that 
certain  equipment  is  necessary  to  every  office, 
but  the  apparatus  is  the  instrument  of  the  method 
and  not  the  method  itself.  Nuttall  defines 
system  as  "  A  combination  of  parts  into  a  whole/' 
and  if  we  view  our  office  system  in  this  light,  we 
shall  see  that  system  stands  for  co-operation, 
forethought  and  orderliness.  Without  these  there 
is  no  system,  whatever  patent  files  are  used. 
If  the  parts  are  to  be  combined  into  a  harmonious 
whole,  there  must  be  uniformity,  and  thus 
system  reduces  all  constantly  recurring  matters 
to  routine.  The  principal  should  be  free  from 
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THE   ORGANIZATION   OF  A   SMALL   BUSINESS 

all  routine  work,  but  a  properly  designed  system 
will  provide  for  the  aforementioned  periodical 
reports  of  progress  and  so  keep  him  in  close  touch 
with  the  activities  of  each  department. 

Office  Accommodation. 

Having  formed  at  least  a  tentative  plan  of  action, 
we  are  in  a  position  to  judge  what  office  accom- 
modation is  required.  The  most  suitable  location 
will  be  dependent  upon  the  nature  of  the  business. 
Provided  circumstances  do  not  dictate  that  the 
office  be  in  the  vicinity  of  a  factory  or  warehouse, 
we  have  only  to  select  agreeable  city  premises. 
The  ideal  office  is  easy  of  access,  well  ventilated, 
free  from  noise  and  situated  to  admit  the  maxi- 
mum of  daylight.  While  overheating  results 
in  listlessness  and  loss  of  interest  in  work,  the 
office  should  be  furnished  with  heating  apparatus 
to  ensure  comfort  for  the  staff,  as  it  is  obvious 
that  discomfort  will  distract  attention  and  result 
in  reduced  efficiency.  It  will  be  necessary  to  use 
artificial  light  during  the  winter  months,  and 
the  lamps  should  be  arranged  to  shine  upon  the 
work  and  not  in  the  eyes  of  the  workers.  The 
judicious  placing  of  lights  is  reflected  in  better 
work  and  a  small  lighting  bill,  while  insufficient 
illumination  causes  eyestrain  and  mistakes.  In 
choosing  our  premises,  we  must  also  bear  in  mind 
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the  future  development  of  the  business,  and  allow 
for  reasonable  expansion,  or  we  may  have  to 
pay  dearly  for  our  want  of  forethought  at  a 
later  date. 

Equipment. 

Before  we  consider  the  working  equipment  of 
the  office,  the  routine  must  be  definitely  planned 
and  the  furniture  arranged  to  meet  the  require- 
ments of  the  plan  of  work.  The  comfort  and 
convenience  of  each  individual  worker  will 
determine  what  kind  of  desk  is  best  for  his  or  her 
use,  and  the  greatest  care  must  be  exercised  in 
the  choice  of  desks  and  chairs  to  ensure  that 
production  be  not  reduced  by  discomforts.  It 
is  well  to  remember  that  labour  always  costs 
more  than  equipment,  and  that  any  device  which 
tends  to  reduce  labour  or  increase  output  is  a 
profit-bearing  investment.  A  visit  to  the  well- 
known  office-furnishing  houses  will  be  helpful, 
as  desks  and  fittings  are  "now  made  to  answer 
every  purpose.  Flat  top  desks  are  preferable 
to  the  roll  top  style  in  that  the  latter  obscures 
light  and  vision,  and  the  pigeon  holes  are  dust  traps 
and  a  hiding  place  for  papers  that  are  better  kept 
in  the  file. 

Unless  the  work  of  the  small  office  is  of  a  special 
character  calling  for  the  use  of  special  calculating 
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and  counting  machines,  addressing  machines, 
etc.,  it  will  be  well  to  postpone  the  adoption  of 
such  devices  until  their  need  is  felt.  A  type- 
writer is  indispensable,  and  a  duplicating  machine 
generally  pays  for  itself  in  a  short  time.  It  is 
hardly  necessary  to  mention  such  general  equip- 
ment as  dating  machines,  rubber  stamps,  hand 
numbering  machines,  letter  baskets,  stamp  affix- 
ing machines,  as  these  have  their  place  in  every 
commercial  office.  The  merits  of  the  cheque 
writer  are  worth  investigation,  as  this  device 
engenders  a  sense  of  security  from  cheque  frauds 
that  well  repays  the  outlay.  Whatever  apparatus 
we  install,  it  should  be  of  the  best.  Inefficient 
tools  are  productive  of  indifferent  work  and  de- 
moralizing to  the  worker.  A  good  typist  will 
soon  become  weary  of  trying  to  write  good  letters 
with  an  impossible  machine,  the  filing  clerk  will 
be  careless  with  his  filing  if  the  filing  system  is 
only  a  burying  ground.  The  equipment  must  be 
selected  to  meet  the  particular  requirements  of 
the  business  ;  it  is  not  profitable  to  purchase 
haphazard  in  the  hope  that  the  articles  will  fit 
in  somewhere. 

As  the  card  index  and  loose-leaf  systems 
are  of  the  utmost  value  for  keeping  all  kinds  of 
records  and  accounts,  we  will  devote  a  special 
chapter  to  them, 
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CHAPTER  II 

LOOSE-LEAF  AND   CARD    SYSTEMS 

THE  reader  has  doubtless  heard  of  loose-leaf 
ledgers  and  is  probably  aware  that  card  systems 
are  extensively  used  for  keeping  addressing  lists 
and  indexing  libraries.  The  advantages  of  these 
record-keeping  media  are  by  no  means  con- 
fined to  these  purposes.  When  commencing 
a  record  of  any  kind,  close  regard  should  be  paid 
to  the  possibility  of  its  expansion,  and  a  method 
should  be  chosen  that  is  capable  of  extension 
without  re- writ  ing  and  re-arrangement,  that  is 
easy  of  operation  and  that  avoids  duplication 
of  work.  The  card  system  and  loose-leaf  books 
fill  these  requirements.  Each  of  the  methods 
affords  the  same  indexing  facilities  ;  in  the  one 
case  the  records  are  made  on  cards  filed  in  card 
drawers,  and  in  the  other  punched  sheets  are 
arranged  in  loose-leaf  binders  or  covers. 

The  value  of  the  systems  lies  in  the  fact  that 
any  sheet  can  be  inserted  or  removed  without 
disturbing  the  existing  arrangement  of  any  others. 
Thus,  all  current  records  can  be  kept  together, 
new  ones  added  as  needs  arise,  and  old  matter 
transferred.  This  feature  also  greatly  facilitates 
indexing,  as  the  records  can  be  filed  immediately 
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THE   ORGANIZATION   OF   A   SMALL   BUSINESS 

behind  index  guides  bearing  projecting  tabs 
indicating  the  classification ;  for  instance,  all 
"  A "  sheets  are  placed  behind  "  A "  index 
sheet  and  all  "  B  "  sheets  behind  "  B  "  index 
sheet,  so  rendering  unnecessary  a  separate  index 
to  any  record.  It  will  be  understood  that  the 
classification  can  be  alphabetical,  geographical, 
topical,  chronological,  or  numerical,  and  that 
a  number  of  different  records  may  be  kept  in  a 
single  receptacle,  separated  by  index  sheets. 
The  records  can  be  indexed  and  sub-classified 
in  any  manner  required,  and  one  scheme  can  be 
arranged  to  do  the  work  of  a  number  of  bound 
books. 

Loose -Leaf  System. 

Although  the  principles  of  the  two  methods 
under  consideration  are  identical,  the  loose-leaf 
system  excels  in  one  or  two  respects.  It  has  a 
much  wider  field  of  usefulness  than  its  competitor 
in  that  several  copies  of  a  record  can  be  made  at 
one  writing  by  the  means  of  carbon  paper. 
Upon  reflection,  many  applications  of  the  loose- 
leaf  system  will  come  to  mind,  such  as  Purchase 
Order  forms,  Sales  Orders,  Invoicing,  Travellers' 
reports,  etc.  We  will  deal  with  these  in  later 
chapters. 

The  small  trader  will  find  in  the  loose-leaf 
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system  his  ideal  record-keeping  medium.  Binders 
are  made  in  small  sizes,  viz.,  sheet  size  3  in.  by 
6J  in.  and  Sin.  by  8  in.,  and  these  are  cheaper 
and  easier  to  handle  than  card  drawers.  Moreover, 
records  and  references  can  be  made  while  the 
sheets  are  in  *he  binder,  but  the  card  system 
necessitates  removal  and  replacement  of  the 
card  every  time  one  is  needed  for  use.  This 
sometimes  results  in  misfiling,  and  cards  are 
frequently  "  in  use  "  or  cannot  be  found  at  the 
moment  they  aie  lequired  for  urgent  reference. 
Loose-leaf  books  occupy  less  space  than  the  more 
bulky  card  drawers,  and  that  alone  counts  in 
these  days  of  high  rentals. 

Important  Points. 

The  following  points  should  be  borne  in  mind 
when  adopting  a  loose-leaf  or  card  system— 

(a)  That  the  systems  are  self  indexing  ;    there 
is  no  need  for  a  written  index. 

(b)  That  blank  forms  should  not  be  placed  in 
the  loose-leaf  binders  simply  because  there  happens 
to  be  room  for  them.     It  makes  so  many  more 
sheets  to  handle. 

(c)  That   two  records   should  not  be  written 
on  one  sheet  or  card — the  self  indexing  feature 
of  the  system  must  be  preserved  to  secure  the 
best  results. 
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(d)  That  the  drawer  or  binder  should  not  be 
overcrowded.  Remember  that  the  systems  per- 
mit of  expansion  without  disturbing  the  indexing 
arrangement.  When  the  number  of  records 
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FORM   1. 

A    SIMPLE   ALPHABETICAL   CARD    INDEX. 

increases  beyond  the  capacity  of  one  drawer 
or  binder,  the  contents  should  be  split  over  two. 

(e)  That  no  matter  how  many  cards  or  sheets 
there  may  be  to  a  record,  or  how  many  years 
they  cover,  they  can  be  kept  together  and  back 
reference  greatly  facilitated. 

The  above  remarks  may  appear  very  elementary 
and  quite  unnecessary  to  those  well  acquainted 
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with  the  methods  under  review,  but  even  in  some 
of  the  largest  offices  much  of  the  value  of  loose- 
leaf  and  card  index  equipment  is  sacrificed  by 
reason  of  inefficient  operation.  Further  notes 
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FORM  2. 

A    CARD    LEDGER. 

relative  to  the  handling  of  loose-leaf  ledgers  will 
be  found  in  Chapter  VIII. 

Methods  of  Indexing. 

A  loose-leaf  or  a  card  index  may  be  employed 
to  show  where  certain  information  or  documents 
are  to  be  found,  or  the  record  sheets  may  contain 
the  information  self-indexed  by  their  position 
behind  the  classification  or  index  sheets.  For 
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example,  an  index  to  a  library  would  really  be~ 
a  list  of  books  arranged  according  to  author, 
subject  or  title,  and  reference  would  give  the 
location  of  the  book  required.  On  the  other  hand, 
a  loose-leaf  ledger  consists  of  account  sheets 
placed  in  alphabetical  order  behind  A-Z  index 
sheets,  and  the  account  sheet  bears  the  information 
itself. 

In  these  remarks  the  arrangement  of  the  sheets 
will  be  called  the  indexing,  no  matter  whether  the 
record  be  an  index  to  a  file  or  whether  it  be  a 
complete  list  of  customers  or  a  self  indexed 
account  book. 

The  most  common  arrangements  are  the 
alphabetical,  geographical,  and  topical. 

Alphabetical  Indexing. 

Alphabetical  indexing  is  by  fai  the  most 
extensively  used,  and  in  the  majority  of  cases 
it  will  meet  the  requirements  of  the  small  trader. 
The  alphabet  gives  us  26  natural  divisions,  but 
where  there  are  numerous  names  to  index  it  is 
difficult  to  locate  a  particular  one  unless  the 
records  are  arranged  in  strict  alphabetical  order. 
This  has  led  to  the  manufacture  of  subdivided 
index  guides  in  which  each  letter  is  divided  into 
a  number  of  parts  according  to  the  weight  of 
names  that  generally  fall  under  each  letter. 
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In  this  manner,  a  greater  number  of  guides  are 
allotted  to  B  than  to  Z,  and  the  records  are  more 
or  less  evenly  distributed  between  the  index 
divisions. 

Where  subdivided  indexes  are  in  use,  it  is  not 
essential  to  arrange  the  records  falling  between 
each  guide  in  strict  alphabetical  order.  A 
divided  index  that  provides  a  guide  for  every  ten 
record  sheets  is  sufficient  to  give  quick  reference. 

It  may  be  considered  desirable  to  keep  a  per- 
manent list  of  customers'  names  in  strict  alphabe- 
tical order,  and,  in  such  circumstances,  one  cannot 
do  better  than  follow  the  arrangement  adopted 
by  the  compilers  of  the  London  Telephone 
Directory.  Some  useful  hints  on  alphabetical 
indexing  are  given  in  the  front  of  that  book. 

The  methods  mentioned  are  called  the  "lexi- 
con "  system  of  indexing,  as  they  follow  the 
arrangement  of  a  dictionary.  The  subdivided 
indexes  furnished  by  the  well-known  office 
supply  houses  are  based  upon  directories  so  that 
frequently  recurring  names  are  cared  for ;  a 
set  of  guides  gives  ample  divisions  for  the  heavy 
letters,  such  as  B  and  G,  and  but  few  divisions 
for  light  letters  as  O,  U,  V,  and  Z. 

There  are  two  other  methods  of  subdividing 
the  main  letters,  called  the  "  vowel  method  " 
and  the  "  third  letter  method,"  respectively. 
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Under  the  vowel  method,  each  main  letter  is 
divided  by  the  vowels  A,  E,  I,  O,  U,  and  the  re- 
cords are  filed  first  by  initial  letter  and  then  accord- 
ing to  the  first  vowel  following  the  initial  letter. 
At  first  sight  this  appears  exceedingly  simple, 
but  it  is  unsatisfactory  in  that  no  provision  is 
made  for  heavy  letters,  and  the  Be  division  will 
surely  be  overcrowded  while  such  divisions  as 
Ci  and  Ou  will  scarcely  come  into  use.  The 
third  letter  method  is  somewhat  similar  to  the 
vowel  method,  but  each  main  letter  is  subdivided 
by  a  complete  A-Z  index,  and  the  records  are 
filed  first  according  to  the  initial  letter  and  then 
under  the  third  letter  of  the  name  whether  it  be 
vowel  or  consonant.  The  small  trader  should 
eschew  both  the  vowel  and  third  letter  method 
of  subdivision. 

The  combined  alphabetical  and  numerical 
indexing  arrangements  introduced  by  the  office 
supply  houses  are  really  alphabetical  methods 
with  a  check,  number.  In  the  Numer-Alpha 
system,  every  alphabetical  division  is  given  a 
number,  and  the  records  falling  under  a  particular 
division  are  given  the  number  of  that  division 
and  an  individual  serial  number.  Thus  "  A " 
division  is  number  1,  and  the  first  name  filed 
behind  the  "A"  guide  is  1/1,  the  second  1/2 
and  so  on.  A  register  of  the  names  is  written 
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upon  the  dividing  guide  card.  As  the  names 
are  numbered  in  the  order  that  they  are  filed, 
strict  alphabetical  indexing  cannot  be  maintained, 
but  when  applied  to  ledger  indexing  the  system 
possesses  many  attractive  features.  The  "  folio  " 
of  an  account  never  changes,  and  the  register 
on  the  guide  card  makes  it  possible  to  tell  whether 
an  account  has  ever  been  opened  for  a  particular 
customer.  A  ledger  account  cannot  become  lost 
or  mislaid  without  the  fact  being  discovered,  and 
reference  to  the  index  sheet  will  show  the  name 
belonging  to  a  missing  account  number.  Where 
loose-leaf  or  card  ledgers  are  in  use,  each  sheet 
of  each  account  should  be  numbered  with  the 
sheet  number  ;  the  first  sheet  is  No.  1  and  the 
second  sheet  for  the  same  customer  is  No.  2. 
If  sheet  No.  3  is  in  the  current  ledger,  it  will  be 
known  that  Nos.  1  and  2  should  be  in  the  transfer. 

Geographical  Indexing. 

Where  there  are  a  large  number  of  records  to  be 
indexed  or  where  it  is  desirable  to  have  all 
records  pertaining  to  each  locality  together,  a 
geographical  arrangement  presents  many  advan- 
tages. Statistical  and  Sales  Records  are  often 
indexed  this  way  as  by  the  use  of  geographical 
divisions  it  is  easy  to  ascertain  the  amount  of 
business  done  in  each  district,  town,  or  county ; 
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and  when  making  a  trip,  the  records  of  all  the 
customers  on  the  territory  are  immediately 
available.  In  compiling  a  geographical  index, 
the  records  would  first  be  sorted  in  counties  or 
territories,  then  in  towns  falling  under  each 
territory,  and  then  in  districts  in  each  town  ; 
the  records  in  the  districts  could  be  alphabetically 
arranged  by  name  of  customer  or  by  street. 
The  small  trader  will  find  in  practice  that  a 
division  by  counties  and  towns  will  meet  his 
requirements ;  an  alphabetical  index  can  be 
placed  in  the  divisions  for  the  larger  towns  as 
soon  as  the  number  of  records  renders  such  a 
course  expedient. 

Indexing  by  Subject. 

In  many  cases  it  is  possible  to  arrange  the 
records  alphabetically  under  the  name  of  the 
subject.  That  is  simple  alphabetical  indexing. 
The  arrangement  for  present  consideration 
is  for  indexing  groups  of  subjects,  and  so 
subdividing  the  main  headings  that  any  record 
can  be  found  quickly  by  means  of  auxiliary  guide 
cards.  The  first  step  is  to  divide  the  articles 
in  main  groups,  such  as  paper,  metal,  wood,  etc. ; 
then  to  subdivide  each  main  heading  in  conven- 
ient sections,  and,  if  necessary,  each  section  in 
subsections.  Take  paper,  for  instance.  The 
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main  heading  is  Paper;  the  sections  could  be 
Bank,  Bond,  Loan,  Manila,  Tissue  ;  the  sub- 
sections could  be  colours  and  a  record  sheet  be 
employed  for  each  size  or  weight  in  each  colour. 
Such  an  indexing  arrangement  is  often  used  for 
Stock  Ledgers  where  the  accounts  are  not  filed 
in  order  of  Symbol  Nos. 

Many  readers  will  recall  the  Army  method 
of  classification  ;  there  is  much  to  be  said  in 
its  favour  Remember  that  16  Ib.  pink  bond 
paper  so  classified  is  paper,  bond,  pink,  16  Ib., 
i.e.  the  main  heading  comes  first. 
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CHAPTER  III 

STATIONERY   AND   CORRESPONDENCE 

THIS  chapter  deals  with  the  important  matters 
appertaining  to  stationery  and  correspondence- 
matters  which  in  many  small  businesses  are  not 
given  the  attention  which  they  merit  and  which 
is  so  desirable. 

Stationery. 

Our  correspondents  will  judge  us  by  our 
stationery,  and  due  regard  should  be  paid  to 
the  quality  and  style  of  letter  heads,  order  forms 
and  invoices.  An  effort  must  be  made  to  render 
all  outgoing  forms  distinctive  from  the  mass  that 
comes  with  the  everyday  mail.  We  shall  be 
well  advised  to  engage  a  designer  to  draw  up  an 
original  heading,  perhaps  incorporating  a  trade 
mark  or  symbol,  and  to  use  this  one  style  through- 
out. A  stock  number  should  be  allotted  to  each 
form  and  a  record  kept  of  date  bought,  name  of 
supplier,  price,  etc.,  which  will  perform  the  dual 
function  of  a  buyer's  guide  and  a  record  of  con- 
sumption. Stationery  should  not  be  kept  in 
the  drawers  of  desks  but  in  a  suitable  cupboard, 
and  one  person  should  be  responsible  for  its 
good  condition  and  the  maintenance  of  ample 
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supplies.  The  routine  forms  necessary  to  the 
business  must  be  considered  in  connection  with 
the  peculiarities  of  the  case,  but  it  is  economical 
to  employ  standard  rulings  where  possible  and 
to  test  the  applicability  of  each  special  form  before 
placing  orders  for  quantities.  A  duplicating 
machine  is  exceedingly  useful  for  this  purpose. 

Correspondence . 

We  will  now  turn  to  the  incoming  mail.  The 
proprietor  will  probably  decide  to  open  all  letters 
himself  or  allocate  the  duty  to  his  chief  clerk. 
Much  time  can  be  lost  in  sorting  and  re-sorting 
letters  if  a  systematic  method  is  not  adopted. 
The  mail  of  a  small  office  can  conveniently  be 
divided  into  three  sections,  viz.,  Orders,  Cash 
and  Inquiries.  A  letter  basket  should  be  allotted 
to  each  class,  and  the  documents  placed  in  the 
appropriate  basket  as  soon  as  opened  and  exam- 
ined. It  is  important  to  stamp  the  date  of  receipt 
on  every  letter  and  to  send  a  reply  or  at  least 
an  acknowledgment  on  the  same  day.  A  register 
of  incoming  correspondence  is  hardly  necessary 
in  a  small  office,  but  it  is  well  to  maintain  an 
Order  Register,  which  we  will  discuss  later. 

Telephone  calls  form  a  part  of  the  correspond- 
ence, and  provision  must  be  made  to  record  these 
effectively.  The  writer  has  found  the  following 
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method  exceedingly  satisfactory  :  Pads  of  message 
forms  are  prepared,  and  a  duplicate  record  is 
made  of  each  call  by  the  use  of  carbon  paper. 
One  copy  is  handed  to  the  person  concerned 
and  is  filed  in  the  regular  file  when  attended  to. 
The  other  copy  is  placed  in  a  loose-leaf  binder 
alphabetically  under  the  caller's  name.  The 
binder  is  always  kept  on  the  telephone  desk  and  is 
consulted  when  queries  arise.  An  illustration 
is  given  of  the  form,  the  size  of  which  is  3  in. 
byGJin.  (Seep.  23.) 

Outward  Correspondence. 

This  brings  us  to  study  how  letters  should  be 
answered.  A  polite,  lucid,  concise  style  should 
be  cultivated,  and  where  possible  the  principal 
should  sign  all  the  outgoing  mail.  When  refer- 
ence to  previous  correspondence  or  a  record 
is  necessary  before  a  letter  can  be  dictated, 
much  time  will  be  saved  by  securing  all  the  re- 
quired information  before  beginning  to  dictate. 
Certain  definite  times  should  be  allotted  for  atten- 
tion to  correspondence  as  it  is  impossible  for  the 
typist  to  give  her  best  work  when  constantly 
interrupted  to  take  spasmodic  notes. 

Every  letter  sent  to  a  prospect  or  customer  must 
be  a  sales  letter  inasmuch  as  the  correspondence 
should  promote  goodwill. 
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There  are  three  different  kinds  of  letters  : 

(1)  Dictated  letters, 

(2)  Standard    paragraph    letters, 

(3)  Form  letters. 

No.  (1)  needs  no  description.  No.  (2)  is  composed 
of  standard  paragraphs  drawn  up  to  meet  routine 
purposes.  The  paragraphs  are  numbered  and 
indexed  so  that  the  principal  can  indicate  readily 
on  the  incoming  letters  the  paragraphs  to  use  in 
reply.  No.  (3)  are  complete  printed  letters  to 
answer  communications  of  a  similar  nature. 

Nos.  (2)  and  (3)  are  great  time  savers,  but  in 
the  desire  to  economize  time,  form  letters  should 
not  be  employed  when  the  inquiry  calls  for  special 
attention.  At  the  outset,  it  is  well  to  sort  the 
correspondence  into  the  three  groups  quoted 
above.  The  letters  that  can  properly  be  answered 
by  paragraph  or  form  letters  will  then  be  marked 
with  symbols  showing  which  paragraphs  or  form 
letters  are  to  be  employed. 

Standard  paragraph  letters  are  preferable  to  the 
ready-for-use  form  letters,  in  that  personal  letters 
are  built  up  with  them.  The  form  letter  is  really 
a  circular  letter  dressed  to  represent  a  personal 
letter,  and  the  nearer  it  approaches  the  genuine 
article  the  more  effective  will  it  be.  The  best 
results  are  secured  by  printing  the  body  of  the 
letter  through  a  ribbon  on  a  duplicating  machine 
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of  the  Multigraph  type,  and  filling  in  the  name 
and  address  by  typewriter  to  match.  The 
"  matching-in  "  must  be  carried  out  with  the 
greatest  precision  or  the  "  personal  touch  "  will 
be  lost ;  the  best  results  are  obtained  by  the 
use  of  a  strip  torn  from  the  multigraph  printing 
ribbon.  A  black  body  is  easier  to  match  than  a 
purple  or  blue  one.  Printed  circulars  without 
any  pretention  to  the  status  of  personal  letters 
are  better  than  badly  executed  form  letters. 
When  in  doubt,  use  standard  paragraphs. 

There  are  a  few  more  important  points  to  con- 
sider when  preparing  letters.  Facts  carry  more 
weight  than  mere  claims.  It  is  better  to  enumer- 
ate the  uses  of  an  article  than  to  say  it  has  many 
uses.  State  definite,  clear  facts  and  avoid 
generalities.  Short  paragraphs  should  always 
be  employed,  not  less  than  four  to  a  single  quarto 
page.  Long  and  involved  sentences  are  difficult 
to  read,  and  short  words  are  preferable  to  long 
ones. 

At  times  heated  communications  may  be 
received,  and  the  desire  to  answer  in  kind  should 
be  curbed.  Always  be  polite.  "  The  customer 
is  right  "  is  the  golden  rule. 
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CHAPTER  IV 

FILING 

As  a  general  rule  the  small  business  man  learns 
by  bitter  experience  that  a  properly  designed 
filing  system  is  essential  to  efficient  adminis- 
tration. At  the  outset,  he  buys  a  few  box  files 
from  the  local  stationer  or  is  induced  to  purchase 
an  all  too  elaborate  miscellany  of  folders,  guides, 
etc.,  by  an  ardent  "  system "  salesman.  In 
either  case  he  soon  repents  and  is  compelled 
to  scrap  the  equipment  or  re-arrange  the  method 
of  classification  to  suit  the  business.  Filing 
devices  should  be  chosen  with  the  greatest  care 
and  with  the  requirements  of  the  business  in 
view,  as  loss  of  time  and  money  is  the  inevitable 
result  of  ill-considered  buying.  Although  stan- 
dard indexes  will  answer  most  purposes,  the 
character  of  the  correspondence  must  necessarily 
determine  the  method  of  filing  and  classification. 
Under  some  conditions  a  simple  alphabetical 
arrangement  will  give  the  best  results,  while  in 
other  cases  geographical  or  topical  divisions 
should  be  employed. 

Flat  File. 

Broadly   speaking,    there   are   two   classes   of 
letter  filing  equipment,  viz.,  the  flat  file  so  called 
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because  the  letters  are  filed  flat,  and  the  vertical 
file  in  which  the  letters  are  filed  on  edge. 

Where  the  correspondence  is  of  a  miscellaneous 
character,  consisting  of  but  one  or  two  letters 
from  each  correspondent,  a  flat  filing  system  is 
preferable,  for  the  reason  that  the  indexes  are 


FORM  4. 

A    FLAT    FILE    DRAWER    WITH    INDEX. 

subdivided  for  the  classification  of  a  large  mass 
of  transient  correspondence,  and  the  required 
document  can  easily  be  removed  from  the  drawer 
without  disturbing  any  other. 

Vertical  Filing. 

The  vertical  file  possesses  decided  advantages 
over  the  flat  file  when  it  is  desirable  to  keep  all 
letters  from  each  correspondent  separate  from 
all  others.  This  condition  applies  where  a  con- 
tinuous correspondence  is  carried  on  with  the 
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majority  of  the  customers.  There  are  three 
distinct  arrangements  of  vertical  file  indexing, 
viz.,  Alphabetical,  Numerical  and  Geographical. 


FORM  5. 

NUMERICAL    ARRANGEMENT    OF    VERTICAL    FILE  FOLDERS 
AND    GUIDES    IN    SERIES    OF    SEVEN. 

The  alphabetical  is  desirable  in  the  majority 
of  small  offices,  while  the  numerical  is  par- 
ticularly suitable  when  the  correspondence 
with  each  customer  is  voluminous  and  cross- 
indexing  is  an  outstanding  requirement.  The 
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numerical  method  has  many  supporters  as  it 
permits  of  unlimited  expansion  without  re- 
arrangement of  the  folders  containing  corre- 
spondence, and  the  index  shows  definitely  whether 
any  documents  relating  to  a  particular  firm  have 


FORM  6. 
A  CARD  INDEX  KEY  TO  THE  NUMBERS. 

been  filed.  It,  however,  involves  the  use  of  a 
separate  index  to  the  numbers,  and  this  is  its 
great  disadvantage  in  comparison  with  the 
alphabetical  system.  The  numbers  may  signify 
names  or  subjects,  and  numerous  cards  may  be 
used  to  index  the  contents  of  one  folder  by 
subjects  and  names. 
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Alphabetical  System  with  Numerical  Check. 

Various  alphabetical  systems  have  been  de- 
signed under  which  the  correspondence  is  filed 
in  alphabetical  order,  and  a  numerical  check 
provided  against  misfiling.  Notable  among  these 
are  the  Alpha-Merical  System  and  the  Numer- 
Alpha  System.  The  latter  assigns  a  number 
to  each  alphabetical  division  and  the  customers' 
folders  are  decimal  numbered.  A  register  of  the 
numbers  is  kept  on  the  guide  card  which  consti- 
tutes an  index  to  the  folders  falling  under  that 
particular  division.  An  alphabetical  folder  is 
provided  for  each  division  to  accommodate 
miscellaneous  correspondence  of  which  there  is 
not  enough  from  one  source  to  justify  a  separate 
folder  for  each  correspondent. 

The  Alpha-Merical  system  is  somewhat  similar 
in  that  each  alphabetical  division  is  numbered 
and  a  folder  is  allotted  to  each  division  for 
miscellaneous  correspondence.  No  register  is 
kept  on  the  guide  cards  and  the  decimals  are 
dispensed  with.  The  main  guide  numbers  are 
written  on  the  tabs  of  customers'  folders  to  indicate 
the  proper  position  of  folders  in  the  index  and  to 
reveal  misplaced  ones.  In  the  illustration  on  p.  31, 
the  first  two  positions  are  taken  by  the 
guides,  the  third  position  by  an  alphabetical 
folder  for  miscellaneous  correspondence,  and 
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FORM  7. 

AN     ALPHABETICAL     ARRANGEMENT     OF     VERTICAL     FILE 
GUIDES    AND    FOLDERS    IN    SERIES    OF   FIVE. 

31 


THE   ORGANIZATION   OF  A   SMALL   BUSINESS 

the  last   two   by    separate    folders    for    regular 
correspondents. 

Whatever  system  be  adopted,  it  must  be  borne 
in  mind  that  simplicity  is  the  keynote  of  filing 
efficiency,  and  complicated  arrangements  should 
be  avoided.  Schemes  that  appear  pretty  in  the 
filing  equipment  showroom  often  involve  great 
clerical  labour  without  compensating  results.  The 
main  question  to  decide  is  whether  the  system  is 
speedy  in  operation  and  whether  it  will  produce 
the  letters  for  reference  in  a  minimum  of  time. 


Grouping. 

The  vertical  file  is  as  varied  in  its  applications 
as  the  card  index,  in  fact,  the  file  is  really  a  large 
c'ard  index.  A  drawer  can  be  divided  into  numer- 
ous sections  by  main  guides  classifying  the 
contents  under  the  different  groups  to  which 
they  belong  ;  each  main  section  can  be  sub- 
classified  by  auxiliary  guides,  and  each  of  the 
subsections  so  formed  can  be  furnished  with 
A-Z  folders  for  the  miscellaneous  correspondence 
and  separate  folders  for  regular  correspondents. 
The  main  divisions  may  be  territories,  subjects 
or  contracts,  and  guides  can  be  employed  to  separ- 
ate the  customers  from  suppliers,  orders  from 
invoices,  etc. 

32 


FILING 

A  standard  filing  drawer  will  accommodate 
about  5,000  papers,  and  a  single  drawer  cabinet 
will  fill  the  requirements  of  many  small  traders. 

Filing  and  Indexing  Catalogues. 

Suppliers'  and  competitors'  catalogues  are  of 
but  little  service  unless  filed  and  indexed  for  ready 
reference.  The  numerical  system  of  vertical 
filing  can  be  applied  as  follows  :  Each  catalogue 
is  given  a  number  and  placed  in  a  vertical  file 
drawer  between  guides  numbered  in  multiples 
of  ten ;  new  editions  are  decimal-numbered. 
The  card  index  key  to  the  numbers  is  divided  into 
two  sections,  one  section  containing  a  card  for 
each  publisher,  and  the  other  a  card  for  each 
subject.  The  names  of  the  articles  listed  by  the 
publisher  and  catalogue  numbers  are  recorded 
on  the  publishers'  cards,  and  a  cross-reference 
is  made  on  the  subject  cards.  Thus,  any  catalogue 
can  be  located  by  name  of  publisher  or  subject. 

Where  correspondence  is  also  filed  upon  the 
numerical  plan,  it  is  well  to  prefix  each  group  with 
an  initial  letter  ;  for  instance,  J.  Brown's  corre- 
spondence might  be  Cl  in  the  correspondence 
section  and  his  catalogue  P36  in  the  catalogue 
division.  One  index  card  would  serve  to  key 
each  group. 
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Estimates. 

Estimates  are  best  written  on  numbered  forms 
prepared  for  the  purpose.  The  forms  can  be 
made  up  into  writing  pads  with  original,  duplicate 
and  triplicate  arranged  in  sets.  The  three  copies 
will  be  typewritten  at  one  operation  by  means 
of  carbon  paper,  the  duplicate  placed  in  a  loose- 
leaf  binder  in  numerical  order,  and  the  triplicate 
filed  under  the  customer's  name  in  the  regular 
filing  system.  The  necessity  of  quoting  the 
estimate  number  should  be  indicated  on  the 
customer's  copy,  but  in  case  the  customer  omits 
to  do  so  the  file  copy  is  readily  located. 

The  Letter  Sorter. 

Labour  is  saved  in  filing  by  sorting  the  letters 
first.  It  is  exceedingly  inconvenient  to  do  this 
on  a  table  or  desk,  particularly  when  space  is 
limited  or  there  is  a  strong  draught.  A  simple 
device  consisting  of  a  trough-shaped  box,  fitted 
with  division  guides,  overcomes  all  difficulties. 
The  letters  are  placed  in  the  "  sorter  "  under  the 
appropriate  main  divisions,  and  thus  all  corre- 
spondence for  a  particular  riling  drawer  is  brought 
together  ready  for  filing.  The  clerk  is  saved  all 
unnecessary  journeys  to  and  from  the  file,  and 
repeated  opening  and  shutting  the  same  drawer 
is  avoided.  Letters  may  be  retained  in  the 

34 


FILING 

"  sorter  "  until  it  contains  a  sufficient  number  to 
warrant  clearance,  and  so  further  time  is  saved 
in  filing.  The  "  sorter "  promotes  orderliness 
and  is  a  boon  to  the  clerk  who  has  to  file  letters 
in  his  spare  time.  A  heavy  correspondence 
must  be  filed  daily,  and  the  task  should  be  assigned 


'    FORM  8. 
A  USEFUL  LETTER  SORTER. 

to  a  responsible  individual.     It  is  bad  policy  to 
leave  this  important  work  to  inexperienced  boyS. 

Method  of  Copying  Letters. 

Many  advocate  that  press  copies,  showing 
signature,  be  taken  of  all  correspondence,  but 
carbon  copies  save  considerable  time,  and  the 
difficulty  regarding  signature  can  be  overcome  by 
the  principal  initialling  the  copies  when  signing 
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the  originals.  A  carbon  copy  is  certainly  better 
than  a  blurred  press  copy  and  does  not  involve 
a  separate  operation.  Where  copies  are  taken 
in  a  letter  book  or  by  a  machine  on  separate 
sheets,  the  copying  must  be  done  after  the  letter 
is  written  and  signed,  and  this  work  is  generally 
rushed  at  the  last  moment  to  catch  the  post, 
frequently  with  disastrous  results  to  both  the 
original  and  the  copy.  The  carbon  copy  of  the 
reply  should  be  attached  to  the  incoming  letter 
and  filed  with  it,  and  thus  separate  letter  books 
and  indexes  are  entirely  dispensed  with. 
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SALES   PROMOTION 

THE  business  man  who  wishes  to  place  his  product 
upon  the  market  or  to  increase  his  sales  must 
advertise.  Publicity  may  be  effected  through 
various  channels,  and  the  most  important  of 
these  is  the  Press.  Other  media,  such  as  cata- 
logues, exhibitions,  posters,  circulars,  etc.,  should 
not  be  neglected,  and  travellers  should  be  engaged 
to  make  direct  appeals  to  prospective  customers. 
Advertising  is  an  art,  and  the  small  trader 
will  be  well  advised  to  consult  a  good  advertising 
agent  rather  than  indulge  in  experiments  that 
may  prove  costly.  A  definite  appropriation  should 
be  made,  and  a  record  of  expenditure  maintained 
to  show  the  position  week  by  week.  The  adver- 
tising agent  may  be  exceedingly  optimistic  re- 
garding results,  but  one  must  adhere  to  the  pre- 
arranged appropriation  and  not  be  induced  to 
plunge. 

Advertising  Records. 

The  element  of  chance  is  greatly  reduced  by 
recording  the  returns  secured  from  each  medium 
and  governing  future  expenditure  accordingly. 
Either  the  loose-leaf  or  card  index  system  can 
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be  profitably  employed  for  this  purpose.  The 
three  loose-leaf  forms  illustrated  are  used  as 
follows — 

When  a  contract  is  made,  the  particulars  are 
entered  on  Form  No.  9,  which  is  filed  in  a  binder 
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FORM  9. 

RECORD    OF    ADVERTISING    CONTRACTS 

between  dividing  sheets  to  classify  the  forms 
under  dailies,  weeklies  and  monthlies.  Forms 
10  and  11  are  filed  behind  each  Form  9.  The 
replies  are  traced  by  key  number,  and  the 
quantity  received  is  entered  daily  on  Form  10; 
the  values  of  orders  secured  are  posted  to  Form  11, 
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and  the  monthly  totals  of  both  Forms  10  and  1 1 
are  transferred  to  Form  9,  which  then  presents  a 
full  record  of  results. 

The   reader    will   understand    that    it    is    not 
always  possible  to  trace  results  from  publicity, 
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but  it  is  well  to  record  those  known  and  so  secure 
some  guide  to  the  future  selection  of  media. 

Copies  of  the  actual  advertisements  should  be 
pasted  on  sheets  of  uniform  size,  and  filed  in  a 
loose-leaf  binder  indexed  in  the  same  way  as  the 
records. 
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Blocks. 

A  register  of  blocks  is  essential.  Each  block 
should  be  numbered,  and  a  print  from  it  filed 
in  numerical  order.  A  guard  book  is  suitable 
for  the  purpose  or  the  blocks  can  be  pulled  on 
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sheets  of  uniform  size  for  filing  in  a  loose-leaf 
binder.  Reproductions  of  half-tones  and  zincos 
can  be  decimal  numbered,  and  own  name  and 
block  number  should  be  marked  on  the  side  of 
each  block.  The  register  may  be  loose-leaf  or 
a  card  index,  and  it  is  generally  desirable  to  cross- 
index  by  class  and  number.  The  numerical 
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register  should  provide  for  record  of  the  location 
of  the  blocks  and  metal  markers  be  employed  to 
indicate  the  dates  upon  which  "  blocks  out  " 
are  due  for  return. 

Customers'  Records  and  Follow-up. 

Much  of  the  advertising  outlay  will  be  wasted 
unless  each  inquiry  receives  proper  attention, 
and  is  pursued  to  a  definite  conclusion.  The 
prospective  customer  must  not  be  unduly  worried, 
but  efforts  should  be  made  to  sustain  his  interest 
until  he  becomes  a  buyer,  and  thereafter  to  keep 
him  informed  of  new  lines.  It  is  reasonable  to 
assume  that  when  once  an  inquiry  is  received,  the 
prospective  customer  will  be  influenced  by  care- 
fully prepared ,  form  letters  and  printed  matter 
posted  at  regular  intervals.  The  upkeep  of  a 
complete  customers'  record  involves  considerable 
clerical  work,  but  in  many  cases  it  saves  time  in 
the  long  run.  Where  the  product  is  a  speciality, 
and  orders  for  supplies  are  frequent,  a  record 
that  brings  together  in  one  place  the  details  of  all 
transactions  is  of  great  value  to  both  the  sales  and 
the  order  departments  by  reason  of  the  fact  that 
any  information  desired  respecting  the  customer 
is  available  without  a  tedious  search  of  old  files. 

The  card  and  loose-leaf  systems  are  the  most 
satisfactory  means  of  keeping  a  list  of  customers 
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and  prospects.  As  each  card  is  a  unit  in  itself, 
the  classification  of  records  can  be  changed  by 
a  simple  movement  of  forms  from  one  set  of  indexes 
to  another. 

We  will  now  define  how  a  combined  customers' 
record  and  follow-up  system  is  operated.     When 
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a  number  of  replies  is  expected,  it  is  well  to 
prepare  suitable  form  letters  in  advance.  One 
important  point  in  sales  letter  writing  is  to  tell 
your  prospect  to  do  something  ;  for  instance, 
return  a  post  card  requesting  you  to  send  goods 
on  approbation.  Such  calls  to  action  should  be 
contained  in  the  last  paragraph. 

When  the  inquiry  marks  the  commencement 
of  a  correspondence  with  the  prospect,  complete 

42 


SALES    PROMOTION 

particulars  should  be  entered  on  a  record  card 
as  Form  12.  If  a  form  letter  is  used  in  reply, 
a  symbol  can  be  employed  to  denote  this.  The 
card  should  then  be  filed  behind  the  appropriate 
guide  in  the  index  which  can  be  arranged  to  classify 
the  records  alphabetically  under  customer's  name, 
geographically  or  by  salesman's  territory. 

In  cases  where  it  is  desirable  to  arrange  the 
records  by  county,  the  cards  can  be  filed  in 
alphabetical  order  between  county  guides,  and 
afterwards  re-arranged  by  towns  according  to 
the  growth  of  the  system. 

Form  12  provides  for  a  complete  record  of  all 
dealings  with  the  customer,  and,  if  deemed 
expedient,  two  indexes  can  be  employed,  one 
for  prospects  and  the  other  for  customers,  and 
the  cards  moved  from  the  prospective  section 
to  the  customers'  section  when  an  order  is  received. 
To  elucidate  the  system,  let  us  assume  that  the 
first  letter  has  been  received  and  answered.  The 
principal  marks  the  date  for  follow-up  on  the 
incoming  letter,  which  he  places  in  a  letter  basket 
reserved  for  follow-up  letters.  Form  12  is  origin- 
ated and  the  name  and  address  of  prospect 
written  on  a  separate  5  in.  by  3  in.  card.  Our 
American  friends  have  christened  the  second 
card  "  Tickler  Card,"  as  it  is  intended  to  "  tickle  " 
the  memory,  i.e.  to  call  to  mind  when  the  prospect 
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should  be  followed  up.  The  "  tickler  "  is  really 
a  perpetual  date  index  consisting  of  a  set  of  guide 
cards  with  tabs  printed  for  the  months  of  the 
year,  subdivided  by  guides  for  the  days  of  the 
month.  The  "  tickler "  cards  are  dropped  in 
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the  index  under  the  date  for  further  attention. 
All  the  cards  for  treatment  on  a  certain  date  are 
turned  up  by  the  "  tickler  "  upon  that  date, 
and  reference  is  again  made  to  Form  12  and  the 
next  letter  sent.  If,  in  the  meantime,  a  reply 
or  an  order  has  been  received,  a  record  of  this 
will  have  been  made  on  Form  12,  and  its  purport 
determines  the  nature  of  the  communication  to 
be  made. 
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Upon  reference  to  the  illustration,  it  will 
be  observed  that  the  record  card  is  ruled  with  a 
column  headed  "  T."  The  follow-up  date  under 
which  the  "  tickler  "  card  is  filed  is  noted  in  this 


FORM  13. 

A    CARD    INDEX    "  TICKLER  "    FOR    FOLLOW-UP   SYSTEM. 

column  so  that  it  can  be  located  and  removed 
or  filed  ahead  as  soon  as  a  reply  is  received. 

A  complete  customers'  record  and  follow-up 
system,  as  described  in  the  foregoing  paragraphs, 
may  be  too  cumbersome  for  many  small  traders. 
In  such  cases,  an  additional  carbon  copy  of  reply, 
on  paper  of  distinctive  colour,  can  be  filed  in  a 
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"  tickler  "  index  of  convenient  size.  An  actual 
copy  of  the  letter  sent,  will,  in  most  cases,  bring 
to  mind  all  the  circumstances,  arid  render  reference 
to  previous  correspondence  unnecessary.  When 
replies  have  been  made  by  form  letters,  the 
original  inquiry  may  be  used  as  a  "  tickler," 
and  a  record  kept  of  the  names  of  inquirers  and 
the  dates  under  which  the  letters  are  indexed. 
Signals  are  extensively  employed  to  indicate 
when  a  particular  card  or  loose-leaf  form  requires 
attention.  Numbers  to  represent  the  days  of 
the  monjh  are  printed  on  the  edge  of  the  forms, 
and  the  signals  are  fixed  over  the  appropriate 
dates.  Thus,  all  forms  for  treatment  on  a  certain 
date  bear  signals  in  alignment  and  can  readily  be 
discerned.  The  writer's  experience,  however, 
has  been  that  signals  are  either  too  difficult  to 
attach  to  the  forms,  or  so  loose  that  they  drop  off. 

Circularizing  from  Directories. 

When  it  is  decided  to  support  the  Press  ad- 
vertising by  a  circularizing  campaign,  the  records 
of  form  letters  sent  can  be  made  to  interlock 
with  the  individual  follow-up  system.  It  will 
not  be  economical  to  issue  Form  12  for  every 
name  addressed  from  a  directory  or  selected  list, 
and  the  following  method  deserves  consideration. 

For  the  sake  of  illustration,  it  is  presumed  that 
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three  letters  are  to  be  sent  to  each  prospect ; 
we  will  call  these  letters  A,  B,  and  C.  The 
names  anfl  addresses  of  the  firms  are  written  on 
5  in.  by  3  in.  cards,  -and  when  letter  A  is  sent 
the  cards  are  impressed  with  a  rubber  stamp  to 
indicate  the  fact,  and  placed  in  a  card  drawer 
before  a  guide  card  wHh  tab  marked  "A,"  and 
suitably  printed  to  record  the  quantity  of  letters 
posted  and  the  number  of  replies  received.  The 
quantity  of  replies  is  noted  daily  on  the  guide 
card,  and  the  inquirers'  cards  are  removed  from  the 
drawer  and  Form  12  is  originated  for  each.  The 
original  prospect  card  then  becomes  the  "  tickler," 
and  is  used  in  the  manner  previously  explained. 

At  the  expiration  of  a  pre-determined  period, 
letter  B  is  sent  to  the  names  on  the  cards  remaining 
before  "  A  "  guide,  the  cards  stamped  B,  and 
removed  from  front  of  letter  "  A  "  guide  to  the 
front  of  a  similar  one  for  letter  "  B." 

The  cards  which  secure  no  replies  eventually 
pass  from  the  front  of  a  guide  for  letter  C  into  a 
passive  index.  The  guide  cards  show  the  "  pulling 
power  "  of  each  letter. 

Travellers'  Records. 

Travellers'  reports  of  calls  serve  two  purposes. 
Primarily,  they  are  intended  for  the  informa- 
tion of  the  Sales  Department,  but  when  the 
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representatives  are  paid  wholly  or  partly  by  com- 
mission, the  calling  slips  also  direct  the  payments 
of  commission.  The  possible  volume  6i  business 
must  be  estimated  when  fixing  terms,  and  an 
incentive  given  to  secure  new  trade.  Outdoor 
salesmen  should  be  encouraged  and  assisted  in 
every  way  practicable,  and  disputes  regarding 
commissions  avoided  by  the  installation  of  an 
efficient  system  of  records.  The  work  of  the 
travellers  can  easily  be  regulated  when  each 
is  allotted  a  definite  territory.  Below  is 
described  a  model  system  for  town  travellers, 
suitable  alike  for  large  and  small  concerns. 

Two  forms  are  issued  for  each  customer  (see 
Nos.  14  and  15).  The  former  is  used  by  the 
traveller  to  report  calls  and  the  latter  is  the  office 
record.  At  the  beginning,  all  forms  No.  14 
for  a  particular  ground  are  given  to  the  traveller 
on  that  route  for  sorting  into  rotation  of  call ; 
all  the  slips  are  then  returned  to  the  office  and 
a  suitable  portion  handed  to  the  salesman  for 
attention.  The  result  of  the  call  and  the  date 
to  call  again  are  reported  on  the  forms  each  day, 
and  filed  by  the  office  in  a  loose-leaf  binder  under 
the  date  of  the  next  call  to  be  made.  In  this 
manner,  the  sheets  for  the  travellers'  attention 
come  up  automatically  each  day,  and  no  prospect 
is  neglected. 
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Form  No.  15  is  indexed  alphabetically  under  the 
customer's  name,  each  district  separately,  and 
never  leaves  the  office.  The  dates  of  calls 
reported  on  Form  14  are  noted  on  Form  15,  as 
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also  are  the  dates  on  which  No.  14  is  given  out 
and  the  dates  to  call  again.  Thus,  Form  15  shows 
who  is  in  possession  of  Form  14  and  records  the 
last  call  made. 

A  digest  of  important  reports  can  be  made  on 
the  back  of  Form  15  for  the  guidance  of  the 
Sales  Manager. 
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Commission  is  paid  to  the  traveller  on  all 
orders  received  from  his  territory  provided  the 
records  show  that  he  has  called  within  an  arranged 
period,  say  three  months  of  the  date  of  the  order. 

The  scheme  outlined  requires  some  modification 
for  the  control  of  country  travellers.  Reports 
should  be  sent  in  daily  for  every  call  made, 
with  notification  of  the  traveller's  address  for  the 
next  day  and  the  day  following.  A  list  of  calls 
for  each  journey  should  be  prepared  in  advance, 
and  the  separate  reports  filed  in  the  customers' 
file  after  attention.  Where  a  complete  cus- 
tomers' record  is  maintained,  a  digest  of  important 
reports  is  recorded  on  Form  No.  12. 

Each  traveller  should  be  furnished  with  an 
order  book.  Sometimes  these  books  are  made  with 
triplicate  sheets,  one  copy  for  the  customer, 
one  copy  for  the  traveller,  and  the  other  for  the 
office.  The  customer  may  be  asked  to  sign  the 
forms  when  no  other  official  order  is  given. 
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SALES   ORDERS   AND   INVOICING 

WHEN  an  order  is  received,  it  should  be  carefully 
examined  to  see  whether  the  prices,  terms,  etc., 
are  acceptable  and  whether  the  customer  is  good 
for  credit.  If  the  account  be  a  new  one  and 
credit  is  required,  trade  references  may  be 
requested  or  a  confidential  inquiry  may  be  made 
through  one  of  the  well-known  mercantile  offices, 
such  as  Stubbs.  Provided  everything  is  satis- 
factory, the  order  should  be  acknowledged  and 
put  in  hand  without  delay. 

Order  Routine. 

The  utmost  care  must  be  exercised  in  planning 
the  order  routine  as  upon  it  depends  the  speed 
and  accuracy  with  which  orders  are  put  through. 
Conditions  will  dictate  the  style  of  the  forms  and 
the  smaller  details,  but  in  all  cases  the  loose-leaf 
method  affords  great  advantages  over  bound 
books.  It  is  generally  desirable  to  allot  a  dis- 
tinguishing order  number  to  each  order  by  entry  in 
an  Order  Register.  The  form  illustrated  (Form  16) 
provides  for  the  registration  of  20  orders.  The 
unit  ciphers  are  printed  in  ;  and  the  tens,  hundreds 
and  thousands  are  filled  in  by  hand  as  required. 
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Order 
No. 

Date 
Received. 

Customer. 

Date 
Com- 
pleted. 

Invoice 
No.,  or 
D.B.  Fo. 

0 

1 

2 

3 

4 

5 

6 

7 

8 

9 

0 

1 

2 

3 

4 

. 

5 

6  1 

7 

8 

9 

FORM   16. — ORDER  REGISTER. 

(Size,  5  in.  x  8  in.) 
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As  soon  as  an  order  is  executed,  the  "  date  com- 
pleted "  and  the  sales  reference  are  noted  against 
the  original  entry,  and  orders  not  so  marked  are 
deemed  to  be  unexecuted,  and  frequent  investi- 
gation is  made  to  ensure  that  all  goods  dispatched 
are  properly  charged. 

When  a  large  number  of  orders  is  received  daily, 
a  different  style  of  register  is  advocated.  The 
lines  of  this  register  are  printed  00  to  49  on  the 
left-hand  pages  and  50-99  on  the  right-hand 
pages  ;  thus  each  opening  of  the  book  provides 
for  the  registration  of  100  orders.  The  pages  are 
numbered  in  folios  like  a  ledger,  and  the  order 
numbers  consist  of  the  page  number  and  the  line 
number  ;  for  instance,  the  order  entered  on  line 
number  99  of  folio  20  is  given  the  number  2099. 

The  order  number  is  stamped  on  the  customer's 
original  order  and  also  upon  all  forms  pertaining 
to  it. 

The  order  having  been  duly  registered  and 
allotted  a  number,  steps  must  be  taken  to  instruct 
the  warehouse  or  factory  to  proceed  with  the 
work.  The  practice  of  executing  orders  directly 
from  the  customer's  official  order  is  to  be  depre- 
cated, as  if  the  order  be  lost  a  difficult  problem 
arises.  The  best  method  is  to  copy  the  details 
of  the  order  upon  loose-leaf  forms.  Numerous 
copies  of  an  order  can  be  made  at  one  writing 

54 


SALES   ORDERS   AND    INVOICING 

by  means  of  carbon  paper,  and  the  different 
copies  may  be  distinguished  by  the  use  of  paper 
of  distinctive  colours.  The  copies  written  at 
one  operation  may  include  the  invoice,  acknow- 
ledgment of  order,  day  book  copy,  packing  note, 
works  order,  delivery  note  and  receipt,  etc. 
Besides  saving  considerable  time,  a  system  of 
this  description  eliminates  the  chance  of  error 
in  copying  from  one  book  to  another,  and  one  is 
certain  that  all  copies  are  alike  without  the 
trouble  of  checking. 

In  many  businesses,  it  is  expedient  to  write 
the  job  order  and  the  cost  sheet  at  one  operation  ; 
the  cost  sheet  then  bears  the  details  of  the  order 
on  the  front,  and  the  back  is  employed  for  the 
entry  of  time  and  material. 

It  may  not  be  desirable  to  divulge  prices  to  the 
warehouse  and  factory  staff,  and  in  that  case 
the  order  forms  can  be  made  shorter  than  the 
invoice,  or  the  carbon  can  be  cut  so  that  prices 
do  not  appear  on  the  forms  for  use  outside  the 
office. 

Where  part  deliveries  are  frequent,  it  is  pre- 
ferable not  to  write  the  invoice  and  day  book 
copy  at  the  same  time  as  the  other  copies 
mentioned ;  and  in  these  circumstances,  the  system 
should  be  divided  into  two  parts,  viz.,  the  order 
and  the  invoicing. 
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The  disposition  of  the  various  copies  depends 
entirely  upon  the  attendant  circumstances.  The 
completed  forms  are  best  filed  in  loose-leaf 
binders  to  give  a  cross  reference,  one  kind  alpha- 
betically under  the  name  of  the  customer  and 
others  numerically  under  the  order  number. 

Examples. 

The  following  concrete  examples  will  doubtless 
suggest  how  the  multiple  order  system  can  be 
modified  to  meet  individual  requirements. 

CASE  1.  The  office  is  adjacent  to  the  warehouse  and 
standard  goods  are  supplied  ex  stock.  Part  deliveries 
are  frequent.  The  average  number  of  items  on  each 
order  is  six. 

ORDER  REGISTER.  As  soon  as  an  order  is 
received,  the  name  of  the  customer  is  entered 
in  a  consecutive  order  register,  as  previously 
described. 

ORDER  FORMS.  When  the  order  has  been 
registered  in  the  above  manner,  the  details  are 
copied  upon  duplicate  forms,  one  copy  for  office 
use  and  the  other  for  the  Dispatch  Department. 
The  back  of  the  office  copy  is  printed  to  record 
the  invoicing  of  part  deliveries,  and  the  back 
of  the  dispatch  copy  for  entries  of  goods  sent. 
Both  forms  are  headed  with  the  order  number. 

The  office  copies  are  filed  in  an  Unexecuted 
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Order  binder  alphabetically  under  the  customers' 
names  until  the  orders  are  completed. 

Dispatch  orders  are  sent  to  the  warehouse  for 
execution. 

As  soon  as  a  part  delivery  is  made,  the  par- 
ticulars are  entered  on  the  back  of  the  dispatch 
order  which  is  returned  to  the  office  for  invoicing. 
The  Invoice  number  is  recorded  on  the  back  of 
the  office  copy,  and  the  dispatch  order  is  sent 
back  to  the  Dispatch  Department  for  attention 
to  the  remainder  of  order.  Upon  completion 
of  the  order,  the  entries  on  the  back  of  the  two 
forms  are  compared,  and  the  total  of  the  invoice 
column  on  the  back  of  the  office  copy  is  checked 
against  the  total  amount  of  the  order  as  shown 
on  the  face  of  the  form.  The  completed  copies 
are  disposed  of  as  follows— 

Office  copies  are  removed  from  the  Unexecuted 
Order  binder  and  filed  in  alphabetical  order  in  an 
Executed  Order  binder,  thus  clearing  the  former 
of  all  finished  work. 

Dispatch  orders  are  filed  in  numerical  order 
under  Order  Nos.,  to  form  a  cross  reference  to  the 
alphabetically  arranged  office  copies. 

INVOICING.  Each  time  the  dispatch  order 
is  returned  to  the  office,  notifying  that  a  part 
delivery  has  been  made,  an  invoice  is  issued  for 
the  goods  delivered.  Invoices  in  duplicate  are 
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put  up  in  pads,  numbered  in  advance,  and  the 
carbon  copies  are  filed  in  a  loose-leaf  binder  in 
numerical  order.  This  method  renders  unneces- 
sary the  usual  day  book,  as  the  totals  of  each 
invoice  are  entered  in  an  invoice  summaiy  to 
give  the  sum  of  sales  to  credit  to  the  Sales  Account. 
The  invoice  summary  can  be  ruled  for  analysis 
of  sales,  or  it  may  take  the  form  of  a  Register  of 
Sales  and  Costs  when  the  product  is  specially 
made  and  a  costing  system  is  in  use.  Ledger 
postings  are  made  direct  from  the  invoice  copies  ; 
these  copies  are  first  sorted  in  the  same  order  as 
the  accounts  in  the  ledger  to  save  time  in  posting, 
and  afterwards  resorted  in  numerical  order  for 
filing  and  entry  in  the  Invoice  Summary. 

It  is  understood  that  additional  copies  of  an 
order  can  be  made  at  the  same  writing.  An  extra 
copy  may  be  required  for  a  customer  to  serve 
as  an  acknowledgment,  or  a  factory  order  may  be 
necessary  for  the  production  of  special  lines. 

Instead  of  the  Dispatch  Department  sending 
the  Dispatch  Order  to  the  office  every  time  a 
part  delivery  is  made,  the  office  may  be  notified 
of  "  goods  ready "  by  means  of  a  duplicate 
packing  note,  and  a  copy  of  the  invoice  may  be 
employed  as  authority  to  release  the  goods. 
Then  the  Dispatch  Order  would  remain  in  the 
warehouse  until  finally  completed. 
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CASE  2.  The  office  is  situated  in  the  City  of  London 
and  the  warehouse  in  Manchester.  Orders  are  received 
and  invoiced  by  the  office  but  executed  by  the  warehouse. 
Part  deliveries  are  not  frequent. 

A  similar  Order  Register  is  employed  as  in 
Case  1.  Invoice,  day  book  copy  and  dispatch 
order  are  written  at  one  operation.  The  invoice 
and  day  book  copies  are  filed  together  in  numerical 
order  in  an  Unexecuted  Order  binder  and  the 
dispatch  order  is  posted  to  Manchester. 

ADVICE  NOTES.  The  warehouse  is  furnished 
with  pads  of  numbered  triplicate  forms— 

1st  copy,  perforated  to  tear.      Advice  to  customer. 
2nd  copy,        ,,          ,,  Advice  to  London. 

3rd  copy,  secure  in  book.  Manchester  copy. 

When  the  goods  are  dispatched,  the  warehouse 
sends  the  first  copy  to  the  customer  and  the 
second  copy  to  London.  Upon  receipt  of  advice, 
the  office  removes  the  invoice  and  day  book 
copies  from  the  Unexecuted  Order  binder,  checks 
the  advice  against  invoice,  dates  both  day  book 
copy  and  invoice,  and  posts  the  latter  to  the 
customer.  The  day  book  copy  is  placed  in  a 
loose-leaf  binder  under  date  of  invoice  and  given 
a  rotation  number  as  filed  ;  the  rotation  number 
is  entered  in  the  Order  Register  and  also  marked 
on  the  advice  note.  The  advice  note  is  filed 
under  its  own  number  in  a  separate  binder. 
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An  invoice  summary  is  used  as  in  Case  1. 
The  customers'  original  orders  are  preserved  for 
reference  in  the  regular  filing  system. 

Carrier's  Receipts. 

A  receipt  should  be  taken  for  all  goods 
delivered.  The  receipt  can  be  written  at  the  same 
time  as  the  order  copies  and  held  in  a  binder  until 
required,  or  it  may  be  expedient  to  make  out 
receipts  when  the  goods  are  ready  for  dispatch. 
Where  loose-leaves  are  in  use,  receipts  for  hand 
deliveries  can  be  filed  in  alphabetical  order 
under  the  customers'  names. 

A  useful  loose-leaf  receipt  form  for  deliveries 
by  rail  or  carrier  is  shown  (Form  No.  18).  The 
forms  are  written  in  duplicate,  one  copy  being 
handed  to  the  railway  carman,  and  his  signature 
taken  on  the  other.  The  completed  forms  are 
filed  in  a  loose-leaf  binder  furnished  with  dividing 
sheets  to  separate  the  records  relating  to  each 
carrier. 

The  forms  falling  under  each  section  are  arranged 
according  to  date,  and  as  the  route  is  recorded 
on  the  filed  dispatch  order  copy  and  the  Order 
No.  on  the  receipt  note,  reference  can  be  made 
in  a  minimum  of  time. 
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PURCHASES   AND   STOCK 

THE  small  trader  will  probably  be  his  own 
buyer  and  be  prone  to  give  verbal  orders  without 
sending  an  official  demand.  All  purchase  orders 
should  be  confirmed  in  writing,  and  a  copy 
retained  for  reference  and  proof  in  case  of  possible 
disputes  regarding  qualities,  quantities  or  prices. 
Where  only  a  few  orders  are  issued,  an  ordinary 
bound  duplicate  order  book  will  answer  the  pur- 
pose, but  in  the  majority  of  businesses  a  loose- 
leaf  order  system  offers  many  attractions.  The 
bound  duplicate  book  is  unsatisfactory  for  a 
large  number  of  orders,  for  the  reason  that  copies 
of  uncompleted  orders  cannot  be  separated  from 
completed  orders,  and  considerable  time  is 
required  to  determine  what  goods  are  on  order. 
One  may  be  compelled  to  search  through 
numerous  order  books  for  information  required. 
The  methods  defined  below  can  be  adopted  with 
confidence,  but  modifications  may  be  necessary 
to  meet  individual  requirements.  We  will  first 
describe  a  duplicate  order  system,  and  then 
explain  a  method  in  which  three  copies  of  the 
order  are  used. 
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Duplicate  Order  System. 

The  forms  are  put  up  in  writing  pads  containing 
order  and  plain  sheet  for  copy,  arranged  alter- 
nately and  numbered  in  duplicate.  Original 
and  copy  are  written  at  one  operation  by  means 
of  carbon  paper,  the  original  being  sent  to  the 
supplier  and  the  copy  filed  in  a  loose-leaf  binder 
alphabetically  under  the  supplier's  name.  The 
incoming  goods  and  invoices  are  checked  with 
the  order  copies,  which,  upon  completion,  are 
removed  from  the  current  binder  and  filed  in  a 
transfer  binder.  In  this  manner,  the  "  Un- 
executed "  binder  is  cleared  of  all  finished  orders, 
and  thus  constitutes  a  record  of  orders  to  be  filled. 
The  alphabetical  dividing  sheets  with  which  each 
binder  is  furnished  render  reference  instantaneous. 

Triplicate  Order  System. 

A  triplicate  order  system  should  be  employed 
where  the  Purchasing  Department  is  separate 
from  the  Stores  or  Receiving  Department. 
The  original  order  is  sent  to  the  supplier  of  the 
goods,  the  second  copy  being  retained  by  the 
Purchasing  Department,  and  the  third  copy 
handed  to  the  Receiving  Department.  The 
Purchasing  Department  copies  are  filed  alphabet- 
ically under  the  suppliers'  names  in  a  loose-leaf 
binder,  and  the  unexecuted  Receiving  Department 
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copies  are  indexed  in  the  same  way  in  a  Receiving 
Department  binder.  Incoming  goods  are  checked 
against  Receiving  Department  copies,  which, 
when  completed,  are  marked  with  delivery  date, 
signed,  and  returned  to  the  Purchasing  Depart- 
ment, where  they  are  filed  in  numerical  order  in  an 
Executed  Order  binder. 

The  completed  Purchase  Department  copies 
are  removed  from  the  current  binder  and  filed 
in  alphabetical  order  in  a  transfer  binder. 

Where  a  Stores  Received  Book  is  not  in  use, 
the  suppliers'  invoices  are  verified  by  these 
completed  order  copies. 

Goods  Inwards  or  Stores  Received  Book. 

As  soon  as  the  goods  arrive,  they  should  be 
carefully  checked  with  the  order  copy  to  see 
that  they  conform  with  the  specification  in 
every  respect.  It  is  well  to  arrange  that  all 
packages  be  received  in  one  place  and  that 
particulars  of  all  incoming  goods  be  entered  in  a 
Stores  Received  Book.  (Form  19.)  A  chron- 
ological record  of  this  description  is  desirable 
in  many  cases,  particularly  when  Stores  Ledgers 
are  maintained  and  a  costing  system  is  in  use. 
Rejected  goods  should  be  entered  in  a  Stores 
Returned  Book  and  the  invoice  held  up  pending 
the  receipt  of  a  credit  note. 
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All  incoming  invoices  are  checked  with  the 
Stores  Received  Book,  and  credit  notes  compared 
with  the  Stores  Returned  Book.  The  illustration 
shows  a  simple  ruling  for  a  Stores  Received 
Book,  which  includes  a  column  to  indicate 

Folio 
Date  from  Date  to 


Date 

Order 
No. 

From 
whom. 

Descrip- 
tion. 

Quan. 

Price. 

Value. 

Invoice 
Passed. 

Stock 
Led. 
Folio. 

FORM  19. — A  SIMPLE  STORES  RECEIVED  RECORD. 

(Size,  8  in.  X  10  in.) 

that  the  invoice  has  been  passed,  and  is  also 
designed  to  act  as  a  posting  medium  for  the 
Stores  Ledger.  It  is  usual  to  impress  each 
invoice  with 'a  rubber  stamp  worded  somewhat 
as  follows — 

Date  Received 

S.R.  Book  Fo 

Received  by 

Price  O.K 

Extensions  O.K 

Quantity  O.K 

Charge  to 

Passed  by 

When  the  entries  are  completed,  the  invoice 
is  ready  for  posting  in  the  Purchase  Journal. 
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The  manner  of  filing  completed  invoices  is  dealt 
with  in  Chapter  VIII. 

Buyer's  Guide. 

A  useful  record  of  cost  prices  can  be  compiled 
from  the  Stores  Received  Book  or  the  incoming 
invoices.  A  list  of  this  description  is  of  great 
value  to  the  buyer  and  saves  considerable  time 

Description  of  Article 


Date. 

From  whom 
Purchased. 

Invoice 
No. 

Price. 

REMARKS. 

FORM  20. — COST  PRICE  LIST  AND  PURCHASE  RECORD. 

(Size,  5  in.  x  8  in.) 

in  pricing  inventories.  A  separate  form  is 
assigned  to  each  article,  and  the  sheets  are 
filed  in  a  loose-leaf  binder  between  dividing 
sheets  with  projecting  tabs  upon  which  the 
classification  is  inscribed.  All  records  relating 
to  a  particular  class  are  kept  together,  and  new 
sheets  are  added  as  required.  The  form  illustrated 
is  self  explanatory  (Form  20). 

The  cost  of  articles  manufactured  in  the  house 
can  be  recorded  in  a  similar  way,  the  infor- 
mation being  posted  from  the  cost  sheets.  A 
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record  of  comparative  costs  of  different  batches 
of  the  same  article  is  the  culminating  point  of 
any  cost  system  ;    a  sheet  ruled  as  Form  21  will 
answer  most  requirements. 
Article. 


Date. 

Order 
No. 

Material. 

Labour. 

Oncost. 

Total 
Cost. 

Quantity 
Produced. 

Unit 
Cost. 

FORM  21. 

(Size,  5 in.  x  Sin.) 

The  above  record  will  reveal  whether  it  is 
cheaper  to  manufacture  or  to  buy  the  articles 
ready-made. 

Stores  Ledgers. 

Stock  is  as  valuable  as  cash  and  should  be 
accounted  for  with  equal  precision.  It  is  sur- 
prising that  some  traders  take  the  greatest 
pains  to  keep  track  of  small  items  of  petty  cash 
expenditure,  and  yet  trust  to  luck  in  the  matter 
of  more  valuable  material. 

A  Stores  Ledger  bears  the  same  relation  to 
the  stock  as  the  Cash  Book  bears  to  the  cash, 
and  it  is  just  as  necessary  to  compare  the  Stores 
Ledger  balances  with  a  physical  inventory  as 
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it  is  to  check  the  cash  in  hand  with  the  balance 
shown  by  the  Cash  Book. 

The  ruling  of  a  Stock  Ledger  may  provide  for 
record  of  quantities  only,  or  weights,  quantities 
and  values  can  be  shown,  and  in  some  cases  it  is 
desirable  to  record  amounts  on  hand  and  the 
quantities  available  for  new  orders.  Columns 
can  also  be  provided  to  record  goods  on  order, 
but  not  received.  The  ruling  illustrated  (Form 
22)  is  designed  to  record  quantity  ordered, 
received,  issued,  on  hand,  and  quantity  available 
for  new  orders.  A  simple  form  with  columns 
for  Date,  Reference,  Amount  Received,  Date, 
Reference,  Amount  Issued,  Balance  on  hand, 
will  answer  the  requirements  of  many  small 
traders. 

Besides  constituting  a  perpetual  inventory, 
a  Stock  Ledger  is  of  great  value  to  the  buyer  in 
that  it  shows  the  rate  of  consumption  of  each 
article  carried.  Where  such  a  system  is  in  use, 
there  is  no  excuse  for  overbuying  or  for 
manufacturing  stock  in  excess  of  requirements. 

The  indexing  facilities  of  the  loose-leaf  system 
render  it  preferable  to  all  other  means  of  classi- 
fying the  stock  accounts.  A  separate  sheet  is 
used  for  each  article  and  a  size  employed  that 
is  appropriate  to  the  ruling.  The  standard 
sizes  of  cards  are  often  too  small  for  the  purpose. 
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The  forms  can  be  filed  alphabetically  under  the 
name  of  the  article,  or  they  may  be  grouped 
according  to  the  nature  of  the  goods,  and  classified 
and  sub-indexed  by  means  of  index  sheets  with 
projecting  tabs  upon  which  the  classification 
is  inscribed.  All  sheets  pertaining  to  a  particular 
class  are  kept  together,  and  new  sheets  are  added 
as  needs  arise. 

Where  a  Stock  Ledger  is  maintained,  it  is  well 
to  verify  the  stock  of  a  few  articles  each  week 
so  that  leakages  and  mistakes  are  discovered 
soon  after  they  occur.  The  store-keeper  should 
not  be  told  in  advance  which  articles  are  to  be 
checked,  and  the  uncertainty  will  result  in  his 
keeping  all  stock  in  order  ready  for  a  possible 
stocktaking. 
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CHAPTER  VIII 

THE  TRADER'S  ACCOUNTS 

STRICT  book-keeping  is  one  of  the  essentials  of 
efficient  organization.  Unless  proper  accounts 
be  kept,  chaos  prevails,  and  the  trader  never 
knows  how  he  stands  financially.  As  a  matter 
of  fact,  it  has  been  stated  by  an  eminent  authority 
that  inefficient  book-keeping  is  one  of  the  principal 
causes  of  failure,  and  that  the  majority  of  small 
traders  that  come  before  the  Bankruptcy  Court 
have  neglected  to  maintain  a  proper  accounting 
system.  Nowadays,  the  Surveyor  of  Taxes  is 
causing  many  business  men  to  bestir  themselves 
and  to  look  to  their  book-keeping  methods, 
and  if  self  protection  is  rightly  styled  the  "  first 
law  of  nature,"  one  wonders  why  all  traders  do 
not  master  the  rudiments  of  book-keeping  before 
risking  their  capital.  Space  does  not  permit 
of  a  detailed  exposition  of  the  art  of  book-keeping, 
and  the  writer  must  assume  that  his  readers 
have  some  knowledge  of  the  double  entry  system, 
which  is  the  only  method  of  keeping  accounts 
with  any  degree  of  accuracy. 

It  is  well  to  appoint  a  qualified  accountant 
to  open  the  books  and  to  make  the  "  closing 
entries  "  at  the  end  of  the  year,  but  the  trader 
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or  his  chief  clerk  should  be  capable  of  keep- 
ing the  ledger  postings  up  to  date,  rendering 
statements,  etc. 

While  the  method  of  securing  the  results 
desired  may  vary  in  detail,  the  principle  always 
remains  the  same,  and  it  is  hoped  that  the  appli- 
cations to  be  described  will  be  helpful  to  those 
in  difficulty  with  their  books.  The  trader's 
accounting  books  should  show  whether  he  is 
solvent  or  insolvent,  his  surplus  or  deficiency, 
whether  the  business  is  gaining  or  losing,  the 
amounts  he  owes  to  each  creditor  and  the  amount 
owing  to  him  by  each  customer.  To  secure 
these  facts,  the  following  books,  or  short  cut 
substitutes  for  them,  must  be  employed— 

BOOKS  OF  ORIGINAL  ENTRY  : 
Cash  Book. 
Petty  Cash  Book. 
Purchase  Book  or  Invoice  Book. 
Sales  Journal  or  Day  Book. 

LEDGERS : 

Purchase  Ledger. 
Sales  Ledger. 
General  Ledger. 

Gash  Book. 

It  is  hardly  necessary  to  say  that  the  Cash  Book 
is  for  recording  the  receipts  and  disbursements 
of  cash.  Many  small  business  men  prefer  to 
keep  the  Cash  Book  themselves,  and  personally 
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attend  to  financial  affairs.  One  of  the  best 
checks  against  cash  is  to  bank  all  the  cash 
received  and  draw  cheques  for  petty  cash 
expenditure.  Then  the  petty  cash  transac- 
tions can  be  entrusted  to  a  clerk  and  recorded 
by  him  in  a  separate  Petty  Cash  Book.  Some- 
times a  predetermined  amount  is  allotted  to 
petty  cash  and  the  balance  made  up  to  that 
figure  each  week  by  refunding  from  the  main 
cash  the  amount  spent  during  the  previous 
week  ;  under  these  conditions,  the  total  weekly 
expenditure  is  posted  to  the  Cash  Book  in  one 
item. 

The  Cash  Book  ruling  in  common  use  has 
three  cash  columns  on  each  side  of  the  opening 
of  the  book  ;  the  columns  are  for  entry  of  dis- 
count, office  cash,  and  bank  respectively.  The 
illustration  shows  how  the  columns  are  employed 
(Form  23).  It  will  be  seen  that  the  bank  column 
is  really  a  bank  account  and  renders  unnecessary 
a  separate  account  for  bank  in  the  ledger.  In 
many  cases,  particularly  when  short  cut  sales 
ledger  methods  are  in  use  or  the  accounts  are 
numerous,  it  is  expedient  to  verify  the  balances 
of  the  Sales  Ledger  and  Purchase  Ledger 
separately,  and  thus  localize  errors  in  posting. 
In  such  circumstances,  a  separate  column  is 
ruled  on  the  Dr.  side  of  the  Cash  Book  to  record 
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cash  received  from  Sales  Ledger  accounts,  and 
another  special  column  is  provided  on  the  Cr. 
side  for  entry  of  cash  paid  on  Purchase  Ledger 
accounts.  The  separate  totals  of  these  columns 
are  the  sums  received  on  the  Sales  Ledger  and 
cash  paid  on  the  Purchase  Ledger.  The  total 
sales  and  purchases  for  the  period  will  be  shown 
by  the  Sales  Journal  and  the  Purchase  Journal 
respectively,  and  the  following  examples  will 


SUNDRY  DEBTORS  ACCOUNT 


Dr. 


Balance  owing  to  you  on 

Sales  Ledger  at  com- 

menceme.nt  of  month       56  10    - 
Sales  for  month  as  per 

Sales  Journal   .         .     210    -    - 


£266  10    - 
Balance  brought  down       216  10    - 


Cash  received  on  Sales 
Ledger  Accounts  as  per 
special  column  in  Cash 
Book 

Balance  owing  to  you  at 
the  end  of  month 
which  must  agree  with 
total  of  balances  of 
Sales  Ledger  at  end 
of  period. 


Cr. 

5.     d. 


50     -    - 


216  10     - 


£266  10     - 


SUNDRY  CREDITORS  ACCOUNT 


Cash  paid  on  Purchase       £      s.  d. 

Ledger    accounts,    as 

per  special  column  in 

Cash  Book  .  .  100  -  - 
Cash  paid  on  Purchase 

Ledger    accounts    as 

per  special  column  in 

Petty  Cash  Book  .  5  -  - 
Balance  carried  down 

which  must  agree  with 

total   of   outstanding 

accounts  on  Purchase 

Ledger  at  end  of  period   295    -    - 


£400    -    - 


Balance  owing  by  you  at        £    s.   d. 
commencement        of 
period  as  per  Purchase 
Ledger     .          .         .     150    -    - 
Total      Purchases      for 
period  as  per  Purchase 
Journal      .         .         .     250    -    - 


£400    -    - 
Balance  brought  down  .  £295    —    - 
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illustrate  how  the  Sundry  Debtors  account 
and  the  Sundry  Creditors  account  represent 
the  Sales  and  Purchase  Ledgers  in  the  General 
Ledger.  The  General  Ledger  should  be  a 
summary  of  the  totals  of  all  the  other  books. 

It  will  be  understood  that  the  above  con- 
trolling accounts  are  impossible  in  very  small 
businesses  where  all  the  ledger  accounts,  i.e.  sales, 
purchases  and  general,  are  kept  in  one  book 
and  the  books  are  balanced  as  a  whole.  Many 
large  businesses  use  a  separate  Cash  Book  for  each 
ledger  instead  of  the  tabular  Cash  Book  described 

Where  all  purchases  are  made  for  cash,  or  where 
all  outstanding  debts  are  paid  regularly  each 
month,  the  Purchase  Journal  can  be  combined 
with  the  Cash  Book  by  the  use  of  additional 
columns  on  the  creditor  side  to  dissect  the  pur- 
chases under  their  appropriate  headings.  In 
any  event,  such  items  as  rent,  gas,  etc.,  need 
not  be  passed  through  the  Purchase  Journal 
but  charged  directly  from  the  Cash  Book  to  the 
account  affected.  It  is  well  to  open  two  accounts 
for  rent  and  for  similar  expenses  that  are  paid 
at  long  periods.  In  the  case  of  rent,  one  account 
will  be  "  Rent  Accrued  "  and  the  other  "  Rent." 
The  Rent  Accrued  Account  will  be  credited 
with  monthly  apportionment  of  rent  and  the 
corresponding  debit  will  be  made  to  Rent  Account. 
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The  Rent  Accrued  Account  will  be  debited  with 
amounts  actually  paid  as  per  Cash  Book  and 
will  always  show  the  balance  due  or  paid  in 
advance.  The  Rent  Account  will  be  closed  out 
to  the  Profit  and  Loss  Account  at  the  end  of  the 
financial  period.  Ledger  postings  that  are  not 
derived  from  any  of  the  original  books  of  entry 
mentioned  above,  should  be  passed  through  a 
journal  to  satisfy  the  rule  that  no  posting  be 
made  to  the  ledger  except  through  the  medium 
of  a  book  of  original  entry.  Some  accountants 
prefer  to  originate  a  voucher  for  each  monthly 
apportionment  of  rent  and  treat  the  vouchers 
as  incoming  invoices  by  passing  them  through 
the  Purchase  Journal ;  then  the  landlord  receives 
credit  like  an  ordinary  creditor  and  Rent  Account 
is  debited.  The  main  point  is  to  introduce 
unpaid  rent  into  the  books  so  that  they  show  the 
true  state  of  affairs  at  all  times. 

Petty  Cash  Book. 

The  Petty  Cash  Book  is  for  record  of  small 
expenses.  It  is  really  a  part  of  the  Cash  Book, 
and  a  separate  record  of  petty  cash  expenses 
is  employed  for  the  one  purpose  of  relieving  the 
chief  cashier  of  entering  a  large  mass  of  small 
items  in  his  main  Cash  Book.  The  amounts 
drawn  for  Petty  Cash  are  posted  on  the  credit 
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side  of  the  main  Cash  Book  and  on  the  debit 
side  of  the  Petty  Cash  Book.  The  credit  side 
of  the  Petty  Cash  Book  is  ruled  to  analyse  the 
petty  cash  expenditure  under  the  various  expense 
accounts  opened  in  the  General  Ledger,  and  a 
separate  column  is  employed  for  items  paid  on 
Purchase  Ledger  Accounts  ex  petty  cash.  The 
Petty  Cash  Account  in  the  General  Ledger  is 
debited  from  the  main  Cash  Book  and  credited 
from  the  total  of  the  payment  column  of  the 
Petty  Cash  Book. 

A  separate  Postage  Book  is  generally  used 
to  record  amounts  spent  on  postages.  The 
Postage  Book  bears  the  same  relation  to  the 
Petty  Cash  Book  as  the  Petty  Cash  Book  bears 
to  the  main  Cash  Book. 

A  voucher  should  be  secured  by  the  petty 
cash  clerk  for  all  petty  cash  paid  out. 

Purchase  Journal. 

The  Purchase  Journal  is  for  record  of  the 
goods  bought  on  credit,  and  is  the  original  book 
of  entry  from  which  the  suppliers'  accounts 
in  the  Purchase  Ledger  are  credited.  In  fact, 
this  book  is  really  a  summary  of  suppliers' 
invoices. 

When  the  invoices  have  been  passed  for  pay- 
ment in  the  manner  described  in  Chapter  VII, 

79 


THE   ORGANIZATION   OF  A  SMALL  BUSINESS 

they  may  be  filed  in  alphabetical  order  in  a  box 
file  until  the  end  of  the  month  or  immediately 
entered  in  the  Purchase  Journal.  The  small 
trader  will  have  but  few  invoices,  and  he  can 
safely  wait  until  the  end  of  the  month  when  all 
bills  from  a  particular  supplier  will  be  grouped 
together  in  order  of  date,  and  in  that  order 
posted  to  the  Purchase  Journal.  Thus,  the 
entries  will  fall  in  the  same  sequence  as  the 
ledger  accounts  in  the  loose-leaf  ledger,  and 
each  account  need  be  turned  up  once  only  for 
ledger  posting. 

Although  many  traders  copy  each  invoice  in 
detail  in  the  Purchase  Journal,  it  is  generally 
unnecessary  to  do  so.  The  invoices  can  be 
referred  to  for  particulars  of  the  goods  supplied, 
and  completed  invoices  should  be  so  filed  that 
any  one  is  instantly  available.  The  following 

method    gives    good    results — 

A  rotation  number  is  given  to  each  invoice  as  entered 
in  the  Purchase  Journal,  and  the  invoices  are  filed  on 
an  arch  file  in  the  order  of  rotation  numbers.  The 
Purchase  Ledger  posting  reference  consists  of  the 
Purchase  Journal  folio  and  the  invoice  number,  written 
thus  :  26/240,  the  26  being  the  folio  and  the  240  the 
number  of  the  invoice.  The  loose-leaf  ledger  is  an 
alphabetical  key  to  the  numerically  arranged  invoices, 
and  all  invoices  from  a  particular  supplier  can  be 
found  quickly  by  reference  to  his  ledger  account. 

Where  it  is  desirable  to  keep  all  invoices  from 
a  supplier  together,  the  above  scheme  cannot 
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be  adopted  and  it  will  be  well  to  employ  the 
Alpha- Merical  system  of  filing  explained  in 
Chapter  IV. 

The  most  simple  form  of  ruling  for  a  Purchase 
Journal  provides  columns  for  date,  name  of  sup- 
plier, purchase  ledger  folio,  and  three  cash  columns. 
The  first  cash  column  is  for  entry  of  amount 
of  invoice,  the  second  and  third  for  dissection 
of  goods  under  re-sale  and  expense  purchases. 
The  total  of  the  second  column  is  debited  to 
Purchases  Account,  and  the  individual  items  in 
the  third  column  to  the  appropriate  expense 
accounts.  The  three  cash  column  ruling  will 
suit  the  majority  of  small  traders,  but  in  cases 
where  expense  items  of  the  same  nature  con- 
stantly recur,  it  is  well  to  employ  an  analysed 
Purchase  Journal  so  that  only  the  monthly  totals 
of  such  items  are  posted  to  the  General  Ledger 
expense  accounts.  An  analysed  Purchase  Journal 
is  generally  ruled  with  columns  headed — 


Invoice 
No. 

Date. 

Supplier's  name. 

Folio. 

Amount  of 
Invoice. 

and  suitable  cash  columns  to  dissect  the  purchases 
under  the  headings  required. 

Sales  Journal. 

The  Sales  Journal  is  the  direct  opposite  to 
the    Purchase   Journal.     While   the   latter   is   a 
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summary  of  suppliers  invoices,  the  Sales  Journal 
is  for  record  of  the  trader's  invoices  to  his 
customers.  A  detailed  Sales  Journal  would 
contain  an  exact  copy  of  every  invoice  sent  out, 
but  in  these  days  of  duplicating  systems,  it  more 
often  is  a  summary  of  invoice  totals,  the  details 
of  invoices  being  provided  by  carbon  copies  of 
the  actual  invoices  arranged  in  numerical  order 
in  a  loose-leaf  binder.  As  explained  in  Chapter 
VI,  the  duplicate  invoice  forms  are  numbered 
in  advance  and  made  up  into  pads.  The  invoice 
copies  are  first  sorted  into  convenient  order  for 
posting  to  the  ledger  accounts,  and  afterwards 
arranged  numerically  for  filing  in  the  binder 
and  summarizing  in  the  Sales  Journal.  The 
method  gives  a  double  check  on  the  postings 
in  that  both  the  Sales  Journal  and  ledger  are 
posted  from  the  original  entry,  and  a  mistake  in 
posting  either  book  will  be  revealed  by  the  trial 
balance.  Under  the  old  method  the  ledger 
was  posted  from  the  Sales  Journal,  and  a  mis- 
take in  the  Sales  Journal  could  only  be  caught 
by  calling  back. 

In  cases  where  the  regular  sales  on  credit 
are  supplemented  by  sales  over  the  counter  for 
cash,  duplicate  counter  books  should  be  used 
and  the  cash  taken  checked  with  a  summary 
of  the  counter  book  duplicates.  The  daily 
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amount  of  cash  sales  should  be  entered  in  the 
Cash  Book,  and  the  monthly  total  either  credited 
to  a  Cash  Sales  Account  or  entered  in  the  Sales 
Journal,  and  thus  be  absorbed  in  the  total  sales 
credited  to  the  Sales  Account. 

Ledgers. 

One  ledger  can  be  used  for  all  the  accounts 
and  the  accounts  balanced  as  a  whole,  or  separate 
books  be  employed  for  Sales  Accounts,  Purchase 
Accounts  and  Impersonal  Accounts.  If  the 
trader  knows  in  advance  that  he  will  have  but 
few  accounts  altogether,  he  may  safely  commence 
with  an  "  all-in  "  ledger,  but  it  will  be  well  to 
adopt  the  loose-leaf  system  and  divide  the  ledger 
into  three  sections,  one  section  for  Sales  Accounts, 
one  for  Purchase  Accounts,  and  one  for  Impersonal 
Accounts.  Even  if  the  ledger  be  balanced  as  a 
whole,  this  arrangement  will  be  exceedingly 
convenient  in  practice,  particularly  when 
rendering  statements  and  taking  out  balances. 

Some  of  the  advantages  of  the  loose-leaf 
system  are  set  forth  in  Chapter  II.  The  chief 
attractions  of  the  loose-leaf  ledger  are  as  follows — 

SELF  INDEXING.  Separate  index  division  sheets  are 
distributed  through  the  binder  and  the  accounts  arranged 
behind  them  in  alphabetical  order  or  according  to 
classification  required.  The  old  style  index,  inseparable 
from  the  bound  ledger,  never  has  to  be  written  up,  it 
being  entirely  dispensed  with. 
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PERPETUITY.  A  new  ledger  never  has  to  be  opened, 
as  old  sheets  are  transferred  and  new  ones  added  as 
required. 

ELIMINATION  OF  DEAD  MATTER.  Filled  pages  and 
closed  accounts  can  be  removed  to  the  transfer,  and  only 
live  matter  handled. 

The  one-time  prejudice  against  loose-leaf  ledgers 
has  died  a  natural  death  and  the  system  is  now 
accepted  as  a  business  necessity.  A  binder 
should  be  chosen  that  permits  of  speedy  removal 
and  insertion  of  sheets  and  that  gives  a  flat 
writing  surface. 

Statements  (In). 

When  the  statements  are  received  for  goods 
bought  on  credit,  they  should  be  checked  with 
the  accounts  in  the  ledger,  and  if  correct  passed 
for  payment  and  filed  alphabetically  in  a  box 
file  until  pay  day.  The  principal  will  find  it 
convenient  to  have  a  monthly  list  prepared 
showing  all  the  accounts  payable  ;  he  can  then 
see  at  a  glance  how  much  he  has  to  pay  out,  and 
whether  his  bank  balance  is  equal  to  the  call 
upon  it. 

Statements  (Out.) 

The  trader's  statements  of  account  will  be 
copied  from  the  Sales  Ledger  in  the  usual  way. 
Forms  with  tuck-in  flaps  save  the  cost  of  envelopes 
and  of  addressing  them.  Where  a  loose-leaf 

84 


THE   TRADER  S  ACCOUNTS 

ledger  is  in  use,  the  work  of  writing  up  statements 
can  be  divided  among  the  clerks  available. 

Receipts. 

Receipts  have  to  be  given  for  cash  received. 
Carbon  copies  of  receipts  are  better  than  counter- 
foils in  that  they  save  an  operation  and  avoid 
the  possibility  of  a  disagreement  between  receipt 
and  counterfoil.  The  receipts  should  be  numbered 
in  duplicate,  and  the  Cash  Book  posted  from  the 
carbon  copies.  It  is  well  to  enter  the  receipt 
numbers  in  the  Cash  Book.  Some  traders  use 
duplicate  receipt  books  with  duplicates  arranged 
to  form  a  Cash  Received  Book.  One  method 
is  to  have  the  copies  wider  than  the  receipts 
so  that  they  extend  beyond  them  at  the  front 
edge  of  the  book.  The  extension  is  ruled  with 
cash  and  discount  columns  to  which  the  amounts 
of  the  receipts  are  carried  ;  the  daily  totals  of 
these  columns  are  entered  in  the  Cash  Book  as 
one  item,  and  the  postings  to  the  ledger  accounts 
are  made  direct  from  the  carbon  copies  of  receipts. 

The  trader  will  also  require  receipts  for  the 
payments  he  makes.  It  is  a  good  plan  to  use 
cheques  printed  on  the  back  so  that  the  endorse- 
ment also  serves  as  a  receipt.  This  method 
saves  time  in  checking  receipts  for  cheque  pay- 
ments ;  cancelled  cheques  can  be  stuck  to  their 
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original  counterfoils,  and  reference  facilitated 
by  entering  the  cheque  numbers  in  the  Cash  Book 
when  posting. 

In  cases  where  the  above  method  is  not  adopted, 
the  receipts  should  be  checked  with  the  Cash 
Book  and  the  receipted  invoice  or  statement 
filed  according  to  date.  An  ordinary  box  file 
with  a  January  to  December  index  will  answer 
the  purpose. 

Wages. 

Every  business  man  pays  wages.  There  are 
many  ways  of  "  paying  out,"  but  the  envelope 
system  is  preferable  in  the  majority  of  cases. 
The  exact  amount  required  should  be  drawn  ; 
the  proportion  of  notes,  silver  and  copper 
necessary  can  be  calculated  from  the  Wages 
Book.  The  names  of  employees  and  amounts  due 
should  be  written  in  advance  on  the  envelopes, 
which,  when  numerous,  may  be  divided  into 
convenient  sections.  Filling  the  envelopes  is 
a  two-handed  task.  One  clerk  holds  the  Wages 
Book  and  the  cash,  the  other  clerk  takes  charge 
of  the  envelopes.  The  first  clerk  counts  out 
wages  as  recorded  in  Wages  Book,  calls  name,  and 
hands  cash  to  the  second.  The  second  clerk 
checks  amount  against  that  written  on  envelope, 
and,  if  correct,  encloses  the  cash,  When  the 
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cash  is  exhausted  and  the  wages  completed,  it 
is  reasonable  to  assume  that  everything  is  correct, 
and  the  envelopes  may  be  sealed  ready  for 
distribution.  As  an  additional  precaution  against 
collusion  and  fraud,  a  third  party  may  be  com- 
missioned to  hand  the  envelopes  to  employees 
and  take  their  receipts. 
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CHAPTER  IX 

SHORT  CUT  METHODS   OF   KEEPING 
ACCOUNTS 

THE  average  retail  trader  abhors  account-keeping, 
particularly  when  he  is  his  own  book-keeper 
and  must  needs  attend  to  his  books  after  closing 
time.  Several  short  cut  methods  have  been 
designed  to  lighten  labour  in  keeping  retail 
credit  accounts,  and  that  called  the  Duplicate 
Statement  System  is  worthy  of  consideration. 
Many  traders,  such  as  retail  grocers,  chemists, 
drapers  and  motor  garage  proprietors,  are  expected 
to  render  itemized  weekly,  monthly  or  quarterly 
accounts  to  their  customers,  and  the  frequent 
re-copying  of  details  from  one  record  to  another 
is  the  bete  noire  of  most  shop-keeper  book-keepers. 

Duplicate  Statement  System — With  Ledger. 

Everyone  is  familar  with  the  method  in  common 
practice.  The  particulars  of  each  order  are 
entered  in  a  counter  book,  then  posted  to  the 
Day  Book  from  which  the  ledger  is  posted,  and 
once  more  entered  in  detail  on  the  customer's 
statement  of  account.  The  duplicate  statement 
system  involves  the  writing  of  details  twice  only 
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instead  of  four  times,  and  a  further  attraction 
is  that    the    customers'    statements    are    ready 


MOORE'S  MODERN  METHODS,  LTD., 


n<!    I  iliiiK-   t'«lm,r  U, 
K    STRF.KT. 

LONDON,  EC. 


FORM  24. 

DUPLICATE   STATEMENT   SYSTEM. 
(Size  of  Duplicate,  Sin.  x  8  in.,  or  10  in.  x  Sin.) 

whenever  they  are  required.  Some  small  traders 
make  the  statement  copy  serve  as  the  Sales 
Ledger,  but  in  the  majority  of  cases  the  monthly 
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total  of  the  statement  is  posted  to  a  separate 
ledger  account. 

The  following  equipment  is  required  to  operate 
the  method— 

A  supply  of  duplicate  statement  forms  as  shown 
in  the  illustration,  with  carbon  paper  to  suit. 
(Form  24.) 

A  loose-leaf  binder  for  current  statements, 
fitted  with  an  A-Z  index. 

A  transfer  binder. 

A  small  loose-leaf  ledger. 

A  supply  of  sales  summary  sheets  to  enter 
total  of  each  bill  to  give  total  sales. 

A  statement  form  is  allotted  to  each  account, 
and  the  forms  are  filed  in  alphabetical  order  in 
the  loose-leaf  binder  behind  the  appropriate 
index  sheets.  No  written  index  -is  required. 
The  statements  should  be  arranged  in  the  same 
order  as  the  accounts  in  the  ledger,  so  that 
the  monthly  totals  can  be  posted  to  the  ledger 
from  beginning  to  end  without  loss  of  time  in 
locating  the  accounts. 

The  entries  to  the  statements  are  made  daily 
from  the  shop  counter  book  duplicates,  which, 
before  posting,  can  be  sorted  into  alphabetical 
order  to  correspond  with  the  statement  binder, 
thus  speeding  up  the  work.  Carbon  paper 
is  used  to  make  the  duplicate  copy. 
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Any  cash  received  is  posted  direct  to  the 
ledger  account,  as  are  also  credit  notes  for  returns 
and  allowances.  At  the  end  of  the  period,  the 
statement  is  completed  by  adding  any  balance 
owing  at  the  beginning  ,of  the  period,  and 
deducting  cash  payments  and  credits  as  shown 
by  ledger.  Then  the  top  copies  are  detached 
at  the  perforation  and  sent  to  customers,  leaving 
the  duplicates  in  the  binder.  These  duplicates 
are  numbered  from  1  upwards,  without  disturbing 
the  alphabetical  arrangement,  and  transferred 
in  bulk  to  the  transfer  binder  from  which  each 
sales  total  is  posted  to  its  ledger  account  as  one 
item,  the  number  providing  the  usual  reference. 
As  the  sheets  are  in  the  same  order  as  the  ledger 
accounts,  the  work  is  greatly  facilitated. 

It  will  be  understood  that  as  only  monthly 
totals  are  posted  to  the  debit  of  each  account, 
a  loose-leaf  ledger  with  a  small  page  can  be  used. 

Duplicate  Statement  System — Without 
Ledger. 

Where  a  separate  ledger  is  not  employed,  the 
statement  forms  are  ruled  for  Debit,  Credit 
and  Balance,  and  it  is  well  to  have  the  forms 
numbered  in  advance.  The  current  sheets  are 
filed  in  alphabetical  order  regardless  of  the 
numbers,  and  the  debit  entries  are  made  in 
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the  way  previously  described.  Cash  receipts 
are  posted  direct  to  the  statements  daily  from 
Cash  Book,  and  the  balance  is  entered  in  the 
balance  column  after  each  posting.  At  the  end 
of  the  period,  and  in  fact  at  any  time  during 
the  period,  the  statements  are  ready  for  the 
customers.  When  the  originals  have  been  sent 
out,  the  duplicates  are  sorted  into  numerical 
order  and  so  filed  in  the  transfer  binder.  Balances 
are  brought  forward  to  the  new  statements  for  the 
ensuing  period,  and  the  number  of  the  previous 
statement  is  noted  on  the  current  one  to  make 
back  reference  easy.  The  sales  total  of  each 
bill  is  entered  on  a  Sales  Summary  sheet 
to  give  the  total  sales  for  the  period.  A  complete 
register  of  statement  numbers  can  be  kept  on 
index  sheets  in  the  current  statement  binder  or 
a  separate  binder  may  be  used  for  the  purpose. 
The  busy  retailer  will  appreciate  that  under 
this  method  the  day  book,  ledger  and  statement 
are  written  at  one  time,  for  the  statement  copy 
performs  the  function  of  both  detailed  sales 
record  and  ledger. 

Ledger— Day  Book. 

In  some  small  businesses  it  is  desirable  to 
combine  the  ledger  with  the  Day  Book,  i.e. 
to  write  full  details  in  the  ledger  and  make  a 

92 


Ft 


il 

•<      Q 


K 

H 
O 

§ 

h 

«< 

w 

Si 

w  -H 

o  « 

2.^ 

CO    «« 

-     .- 


1  I 


THE   ORGANIZATION   OF  A  SMALL   BUSINESS 

periodical  summary  of  the  debit  entries  to  give 
the  total  sales.  In  these  circumstances,  a  ledger 
having  an  extra  wide  item  column  on  the  debit 
side  is  favoured  unless  the  business  calls  for  a 
special  ruling.  The  one  illustrated  (Form  25,  p.  93) 
is  suitable  for  bakers,  dairymen,  etc.  A  sheet 
is  allotted  to  each  customer,  and  the  forms  are 
arranged  in  a  loose-leaf  binder  either  alpha- 
betically by  name,  or  by  rounds  in  rotation  of 
call.  One  form  provides  space  for  a  month's 
business,  and  new  sheets  are  inserted  in  the  binder 
as  required.  The  customers'  pass  books  are  made 
up  from  the  ledger  which  is  posted  daily  from  the 
rounds  "books.  At  the  end  of  each  week,  each 
account  is  totalled  and  the  balances  are  carried 
forward. 

The  total  outstanding  balances  at  the  com- 
mencement of  a  period,  plus  total  sales  for  that 
period  as  per  rounds  books,  should  equal  the 
cash  received  for  the  period  plus  balances  at 
the  end  of  the  period. 

All  the  completed  unpaid  sheets  for  a  customer 
can  be  kept  together  in  the  current  ledger,  and 
after  settlement  transferred  to  a  transfer  binder. 
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COST  ACCOUNTING 

COST  accounting  is  specialized  accountancy. 
Primarily,  a  system  of  cost  accounts  is  designed 
to  show  the  cost  price  of  each  article,  job,  or 
process  ;  and  although  it  is  obvious  that  such 
information  is  of  incalculable  value  to  the  manu- 
facturer, a  recent  investigation  disclosed  the 
fact  that  only  5  per  cent  of  the  manufacturers  in 
the  United  Kingdom  know  their  costs  (vide  "  Cost- 
ing," issued  by  the  Ministry  of  Reconstruction). 
This  does  not  mean  that  costs  are  not  figured  in 
some  way  or  other,  but  that  the  methods  employed 
are  haphazard  and  lack  proof  of  accuracy.  It 
is  not  enough  to  know  that  the  business  is  profit- 
able on  the  whole  ;  and  when  the  annual  Profit 
and  Loss  Account  is  the  only  guide,  there  is  a 
danger  of  fostering  departments  or  goods  upon 
which  an  actual  loss  has  been  made  and  neglecting 
the  more  remunerative  products.  The  importance 
of  an  efficient  method  of  costing  cannot  be  too 
strongly  emphasized.  A  complete  cost  accounting 
system  provides  for  the  distribution  of  material, 
labour,  factory  overhead,  administrative  expenses, 
and  selling  expenses  over  the  entire  product, 
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and  the  totals  (charged  to  the  cost  accounts) 
are  verified  by  controlling  accounts.  As  the 
monthly  cost  of  sales  is  summarized,  a  monthly 
Profit  and  Loss  Account  can  be  prepared  without 
taking  a  physical  inventory.  The  advantage 
of  that  is  clear.  A  monthly  statement  reveals 
increased  costs  and  expenses  soon  after  they 
occur,  and  renders  speedy  investigation  possible  ; 
a  yearly  account  often  comes  too  late  to  be  of 
service,  and  is  of  as  much  practical  use  to  the 
business  as  a  post-mortem  examination  to  the 
deceased.  Cost  accounts  are  a  sure  check  against 
losses  of  material,  wasted  time,  and  defective 
work,  and  give  the  necessary  data  to  guide  the 
manufacturer  when  making  changes  of  policy 
or  methods.  Space  does  not  permit  of  a  detailed 
description  of  the  various  methods  of  cost  finding, 
but  as  the  Job  Costing  System  is  applicable  to 
the  majority  of  small  manufacturing  concerns, 
the  following  brief  description  of  the  method 
in  use  by  a  small  firm  of  art  metal  workers  may 
be  helpful.  The  firm  in  question  employs  about 
twenty-five  workmen,  and  the  book-keeping  is 
done  by  the  principal.  An  annual  audit  is  made 
by  a  qualified  accountant  who  writes  up  the 
General  Ledger  and  presents  the  Profit  and  Loss 
Account  in  the  usual  manner.  The  proprietor 
gets  out  his  own  monthly  profit  and  loss  statements 
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by  means  of  the  Costing  System,  and  he 
compares  these  with  the  accountant's  figures. 

An  ordinary  bound  analysis  book  serves  for 
the  Purchase  Journal,  and  the  purchases  of 
material  and  expenses  are  dissected  in  the  usual 
way.  That  is  part  of  the  general  accounting 
scheme.  (See  description  of  Purchase  Journal 
in  Chapter  VIII.) 

The  Wages  Book  is  divided  into  two  parts, 
one  for  productive  and  the  other  for  non-pro- 
ductive workers.  It  is  just  an  ordinary  Wages 
Book  bought  at  the  retail  stationers,  and  provides 
for  record  of  totals  of  hours  worked. 

The  Sales  Journal  is  an  ordinary  three  column 
Journal.  A  duplicate  billing  system  is  in  use, 
and  the  totals  of  invoices  and  factory  cost  of 
sales  are  entered  in  the  Journal  from  invoice 
copies  and  cost  sheets.  (See  Chapter  VI.) 

Material. 

Purchase  orders  are  issued  in  duplicate,  and 
incoming  goods  are  entered  in  a  Stores  Received 
Book.  A  Stores  Ledger  is  kept  in  the  office  on 
the  card  system,  and  the  accounts  are  debited 
from  the  Stores  Received  Book  and  credited 
from  stores  requisitions.  No  material  is  issued 
from  stores  without  the  authority  of  a  signed 
requisition.  Requisitions  are  numbered  in 
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advance  (Form  26)  ;    completed  sheets  are  filed 
in  numerical  order. 

Material  drawn  in  excess  of  requirements  is 
returned  to  store  and  reported  on  "  Foreman's 
Daily  Report  of  Material  Returned  to  Store  " 
(Form  27). 

Labour. 

Labour  is  paid  for  -according  to  time,  and 
daily  time  sheets  are  in  use  (Form  28).  The 
time  sheet  totals  are  entered  in  the  Wages  Book 
and  the  details  are  posted  to  the  Cost  Sheets. 
The  forms  are  numbered  in  advance,  headed 
and  issued  by  the  office,  daily  ;  completed  sheets 
are  filed  in  numerical  order. 

Oncost  (also  called  Factory   Overhead, 
Burden,  etc.). 

The  selling  and  administrative  expenses  are 
almost  negligible,  and  the  manufacturer  in  question 
makes  a  schedule  of  his  fixed  charges  and  debits 
a  monthly  apportionment  to  the  Indirect  Expense 
Account  in  his  factory  ledger  (which  will  be 
explained  later).  This  account  is  also  debited 
with  expenses  recorded  in  the  Purchase  Journal 
and  Petty  Cash  Book,  and  with  the  non-productive 
labour  shown  in  the  Wages  Book.  The  Indirect 
Expense  Account  shows  the  total  Factory 
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Expenses,  and  the  'Wages  Book  the  total  number 
of  productive  hours  worked  ;  the  indirect  expense 
for  a  period,  divided  by  the  total  number  of  hours 
worked  for  that  period,  is  the  rate  per  productive 
hour  charged  to  each  order  to  recover  the  overhead 
expenses. 

Where  the  total  overhead  does  not  vary  from 
month  to  month,  it  is  easy  to  adjust  the  hourly 
oncost  rate  according  to  the  productive  hours  ; 
for  instance,  if  the  normal  oncost  were  £250 
per  month  and  1,000  hours  were  worked  during 
the  period,  the  rate  would  be  5s.  per  hour.  If 
on  account  of  a  slump  only  500  hours  were  worked, 
the  rate  would  rise  to  10s.  per  hour.  Even 
then  it  might  be  expedient  to  charge  the  cost 
accounts  at  the  5s.  rate  and  debit  the  balance 
direct  to  Profit  and  Loss  Account.  Where  the 
selling  prices  are  based  upon  costs  and  the  oncost 
rate  is  high  by  reason  of  poor  business,  the  trader 
would  probably  lose  what  business  he  had  if 
he  tried  to  recover  his  losses  from  his  customers. 

It  will  be  understood  that  the  true  rate  is 
governed  by  (a)  amount  of  business,  and  (b) 
amount  of  expenses,  and  that  it  is  desirable  to 
establish  an  average  based  upon  a  period  covering 
both  good  and  bad  times.  The  rate  charged,  how- 
ever, must  be  changed  as  soon  as  the  controlling 
figures  show  it  to  be  incorrect, 
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There  are  several  methods  of  distributing 
oncost,  and  the  one  described  above  is  called 
the  "  labour-hours "  method.  Where  machines 
are  an  important  factor  in  production,  the  hourly 
rate  per  machine  or  group  of  machines  should  be 
calculated  by  dividing  the  expenses  applicable 
to  the  particular  group  by  the  average  number 
of  hours  worked  by  that  group.  This  involves 
an  analysis  of  expenses  according  to  machines 
and  a  record  of  machine  hours.  A  part  of  the 
total  expense  might  be  chargeable  to  machines 
and  a  part  to  hand  labour  ;  the  labour -hours  rate 
would  be  used  for  hand  labour,  and  the  machine 
rates  for  the  machine  work.  This  is  a  big 
subject,  and  everything  is  dependent  upon  the 
existing  conditions,  but  in  most  circumstances 
the  application  of  factory  oncost  by  a  percentage 
method  should  be  avoided. 

Orders  and  Cost  Sheets. 

In  the  scheme  under  review,  two  classes  of 
factory  orders  are  issued,  one  kind  for  goods  to 
be  made  for  stock  and  the  other  for  articles  to 
be  made  to  meet  a  customer's  particular  require- 
ments (Form  29).  In  both  cases,  the  cost  sheet  is 
written  at  the  same  operation  as  the  factory  order. 

A  number  is  assigned  to  each  order  by  entry 
in  an  Order  Register,  and  the  order  is  known  by 
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its  number  throughout  the  factory.  The  names 
of  the  customers  are  not  written  on  the  orders, 
as  it  is  the  policy  of  the  trader  to  keep  such 
information  from  the  factory.  Goods  are  marked 
with  the  order  numbers  for  identification  purposes. 
A  description  of  the  Order  Register  is  given  in 
Chapter  VI. 

When  the  orders  and  cost  sheets  are  written, 
the  orders  are  issued  to  the  foreman,  and  the 
cost  sheets  are  filed  in  an  Unexecuted  Order 
binder  in  numerical  order.  The  material  required 
for  the  job  is  requisitioned  from  stores  on  a 
material  requisition,  and  the  cost  sheets  are 
posted  from  the  requisitions  after  they  have 
been  priced  and  extended.  These  entries  are 
made  on  cost  sheets  under  the  heading  "  Material 
Issued  "  (see  Form  30). 

Any  material  drawn  from  stores  but  not 
required,  is  returned  by  the  foreman  and  recorded 
on  the  daily  report  previously  mentioned.  The 
"  Reports  of  Material  Returned  to  Stores " 
are  priced  and  extended,  and  posted  to  the  cost 
sheets  in  the  column  "  Material  Returned." 

The  daily  time  sheets  for  the  previous  day  are 
handed  to  the  office  each  morning,  and  the  value 
of  time  spent  on  each  order  is  extended  and 
posted  to  the  cost  sheet  in  the  appropriate 
columns.  The  totals  entered  under  each  operation 
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are  summarized  in  the  column  provided  and 
carried  forward  to  the  final  summary  on  the 
face  of  the  form. 

When  the  orders  are  completed,  the  order 
forms  are  returned  to  the  ofhce.  The  cost 
sheets  are  removed  from  the  Unexecuted  Order 
binder  and  filed  together  with  orders  in  numerical 
order  in  an  Executed  Order  binder. 

How  the  Costs  are  Controlled. 

It  has  already  been  explained  that  the 
General  Ledger  accounts  are  under  the  care  of 
the  accountant. 

The  proprietor  keeps  his  own  cost  controlling 
accounts  in  a  separate  ledger,  which  consists 
of  a  few  ledger  sheets  in  a  loose-leaf  binder. 

The  following  accounts  control  the  costs  and 
make  it  possible  to  prepare  a  monthly  Profit 
and  Loss  Account  without  taking  a  physical 
inventory — 

1.  General  Ledger  Account. 

2.  Raw  Material  Account. 

3.  Productive  Labour  Account. 

4.  Factory  Expense  Account. 

5.  Factory  Expense  Suspense  Account. 

6.  Work  in  Progress  Account. 

7.  Finished  Goods  Account. 

8.  Sales  Account. 

9.  Selling  Expense  Account. 
10.  Profit  and  Loss  Account. 

Before  the  requisitions   and   cost  sheets   are 
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permanently  filed,  they  are  kept  in  a  "  monthly 
binder  "  until  the  end  of  the  current  month. 

At  the  end  of  the  month,  the  totals  of  the 
requisitions  are  run  through  a  small  desk  adding 
machine  to  find  the  total  value  of  material 
issued.  The  figure  obtained  is  debited  to  the 
Work  in  Progress  Account  and  credited  to  the 
Raw  Material  Account.  The  Returns  to  Stores 
slips  are  totalled  in  the  same  way  and  the  sum 
is  debited  to  Raw  Material  Account  and  credited 
to  Work  in  Progress  Account.  The  Raw 
Material  Account  is  debited  with  the  total 
purchases  of  material  for  the  period  as  shown 
in  the  Purchase  Journal. 

A  production  summary  is  made  by  running 
the  factory  cost  totals  of  cost  sheets  (executed) 
through  the  little  adding  machine,  and  the  total 
is  credited  to  Work  in  Progress  Account  and 
debited  to  Finished  Goods  Account. 

All  finished  goods  are  debited  to  the  Finished 
Goods  Account  whether  they  be  for  stock  or  for 
customers,  and  as  the  cost  of  sales  includes  both 
stock  and  special  goods  sold,  the  balance  of  the 
account  is  the  value  of  the  finished  goods  on  hand. 

As  before  mentioned,  the  factory  cost  of  sales 
is  entered  in  the  Sales  Journal.     The  total  for 
the  month  is  credited  to  the  Finished  Goods 
Account  and  debited  to  the  Sales  Account. 
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The  Productive  Labour  Account  is  debited 
with  the  total  productive  labour  shown  by  the 
Wages  Book,  and  the  Factory  Expense  Account 
is  debited  with  total  of  indirect  expenses  secured 
in  the  way  already  explained.  The  Productive 
Labour  Account  is  closed  out  by  transferring 
the  total  to  the  debit  of  Work  in  Progress  Account, 
and  the  Factory  Expense  Account  is  treated 
in  the  following  manner.  The  total  amount  of 
oncost  charged  to  the  orders  during  the  month 
is  calculated  by  multiplying  the  hourly  rate  in 
use  by  the  total  number  of  productive  hours 
worked  as  shown  in  the  Wages  Book.  If  insuffi- 
cient oncost  has  been  added  to  each  order,  the 
result  of  this  simple  calculation  will  be  lower 
than  the  actual  expenses  for  the  period,  and  the 
balance  will  be  unrecovered  overhead.  The 
amount  recovered  as  obtained  by  the  calculation 
just  referred  to,  is  credited  to  Factory  Expense 
Account  and  debited  to  Work  in  Progress  Account; 
the  unrecovered  balance  is  closed  out  by  transfer 
to  the  debit  of  Factory  Expense  Suspense  Account. 
If  the  overhead  were  over-applied,  the  conditions 
would  be  reversed  and  the  Suspense  Account 
would  receive  credit.  Thus,  this  account  adjusts 
fluctuations  in  the  distribution  of  oncost,  and  its 
balance,  either  debit  or  credit,  is  transferred  to 
the  Profit  and  Loss  Account  at  the  end  of  the 
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financial  period,  so  that  the  cost  accounts  can 
be  reconciled  with  the  financial  books. 

The  General  Ledger  account  is  just  a  balancing 
account  to  make  the  Factory  Ledger  self  balanc- 
ing ;  the  following  examples  will  demonstrate 
exactly  how  the  accounts  are  operated  and  why 
such  records  are  of  value  to  the  trader. 

Where  the  business  is  so  small  that  it  is 
impossible  to  maintain  a  stores  in  charge  of  a 
storekeeper,  the  material  used  may  be  entered 
on  the  back  of  the  time  sheets,  but  such  a 
course  should  only  be  pursued  after  mature 
consideration. 

COST  AND  STOCK  CONTROLLING  ACCOUNTS 
GENERAL  LEDGER  ACCOUNT  (1) 

Dr.  Cr. 

£      s.   d.  (.      s.   d. 

Sales      as       per     Sales  Stock  on  hand  at  beginning 

Journal  (8)       .         .  of  period — 

Stock  on  hand  at  close  of  Raw  Material  (2) 

period,  transferred  from  Work  in  Progress  (6)   . 

Raw  Material  %  (2)    .  Finished  Goods  (7)      . 

Work  in  Progress  %  (6)  Purchases  for  period  as  per 

Finished  Goods  %  (7)  Purchase  Journal,  deb- 

ited   to    Raw    Material 
%  (2)  ... 

Factory  Expenses,  debited 
to  Factory  Expense 
%  (4)  ... 

Productive  Labour,  deb- 
ited to  Productive  labour 
%  (3)  ... 

Selling  Expenses,  debited 
to  Selling  Expense  %(9) 
Net   Profit   brought  from 
Profit  &  Loss  %  (10)  . 
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RAW  MATERIAL  ACCOUNT  (2) 

Dr.  Cr. 

£      s.   d.  £     * 

Balance  on.  hand  (1)      .  Withdrawn    from    Stores 

Purchases,     credited     to  for  manufacturing  pur- 

General  Ledger  %  (1)  .  poses,   as  per   total  of 

Material  Requisitions, 
debited  to  Work  in  Pro- 
gress %  (6)  . 

Balance  of  Raw  Material 
on  hand,  transferred  to 
General  Ledger  %  (1) 
(this  should  agree  with 
a  physical  stock-taking 
and  with  total  of  bal- 
ances of  Stores  Ledger) . 


PRODUCTIVE  LABOUR  ACCOUNT  (3) 

£     s.   d.  £      s.   d. 

Total  for  period,  as  per  Transferred    to    Work   in 

Wages  Book,  credited  Progress  %  (6)     . 

to  General  Ledger  %  (1) 


FACTORY  EXPENSE  ACCOUNT  (4) 

(OR  INDIRECT  EXPENSE  ACCOUNT) 

£     s.   d.  £     s.   d. 

Total  for  period,  credited  Amount  applied  on  orders, 

to  General  Ledger  %(1)  hours  at      per  hour, 

debited  to  Work  in  Pro- 
gress %  (6) . 
Balance  unrecovered 
Oncost     transferred    to 
Factory    Expense    Sus- 
pense %  (5) . 


FACTORY  EXPENSE  SUSPENSE  ACCOUNT  (5) 

£     s.   d.  £     s.   d. 

Unrecovered  Oncost  trans-  Transferred    to    Profit    & 

f erred    from     Factory  Loss  %  (10) 

Expense  %  (4)  . 
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WORK  IN  PROGRESS  ACCOUNT  (6) 


Dr. 


Balance  Work  in  Progress 
at  beginning  of  period  ( 1 ) 

Raw  Material  issued, 
transferred  from  Raw 
Material  %  (2)  . 

Productive  Labour  trans- 
ferred from  Productive 
Labour  %  (3)  . 

Factory  Expenses,  trans- 
ferred from  Factory 
Expense  %  (4)  . 


$.   d. 


Cost  of  Finished  Goods 
produced  as  per  total  of 
Cost  Sheets  debited  to 
Finished  Goods  %  (7)  . 

Balance  Work  in  Progress 
at  end  of  period  trans- 
ferred to  General  Ledger 
%  (1)  (this  should  agree 
with  uncompleted  cost 
sheets) 


Cr. 


Balance  at  commence- 
ment of  period  (1) 

Cost  of  Production  of 
Finished  Goods  trans- 
ferred from  Work  in 
Progress  %  (6)  . 


FINISHED  GOODS  ACCOUNT  (7) 
£    $. 


Cost  of  Sales  for  period,  as 
per  Summary  in  Sales 
Journal,  transferred  to 
Sales  %  (8) . 

Balance,  stock  of  Finished 
Goods  on  hand  at  close 
of  period,  transferred  to 
General  Ledger  %  (1) 
(this  should  agree  with  a 
physical  inventory  and 
with  total  of  balances  of 
Stock  Ledger) 


SALES  ACCOUNT  (8) 


Cost  of  Sales  for  period 
transferred  from  Fin- 
ished Goods  %  (7)  . 

Gross  Profit,  transferred 
to  Profit  &  Loss  %  (10) 


Sales  as  per  Sales  Journal, 
debited      to      General 
Ledger  %  (1)       . 


*•   d. 


s.    d. 


SELLING  EXPENSE  ACCOUNT  (9) 


Total  for  period  credited 
to  General  Ledger  %(1) 


s.   d. 


Transferred    to 
Loss  %  (10) 


Profit    & 
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Dr.          PROFIT  AND  Loss  ACCOUNT  (10)  cr. 

i      5.    d.  £      s.   d. 

Unrecovered  Oncost  trans-  Gross    Profit,    transferred 

ferred     from     Factory  from  Sales  %  (8)  . 

Expense  Suspense  %  (5) 
Selling   Expenses,   trans-  • 

ferred      from      Selling 

Expense  %  (9)    . 
Net     Profit     carried     to 

General  Ledger  %  (1) 


The  reference  figures  are  to  show  to  what 
accounts  the  corresponding  debit  or  credit 
postings  are  made.  It  will  be  understood  that 
the  closing  inventory  figures  of  accounts  2,  6 
and  7  transferred-  to  the  credit  of  the  General 
Ledger  Account  (1)  are  the  opening  entries  for 
the  next  period.  The  ten  accounts  explained 
control  the  stock,  check  the  oncost  rate,  and  show 
whether  the  costings  have  been  compiled  correctly. 
If  the  profit  shown  does  not  agree  with  the 
financial  books  and  the  balances  of  accounts 
2,  6  and  7  cannot  be  reconciled  with  an  actual 
count,  the  costings  are  inaccurate  or  leakages 
have  occurred  that  call  for  an  investigation. 
An  Inventory  Adjustment  Account  should  be 
opened  to  record  any  discrepancies  ;  this  account 
would  be  debited  with  shortages  and  the  corre- 
sponding credits  made  to  accounts,  2,  6  and  7 
to  bring  the  book  balances  to  the  actual  count. 
The  Inventory  Adjustment  Account  would  be 
closed  out  to  the  Profit  and  Loss  Account  so 
that  the  latter  showed  the  true  profit. 
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An  accurate  costing  system  is  just  as  essential 
for  the  small  manufacturing  concern  as  for  an 
extensive  works,  and  the  writer  hopes  that  the 
foregoing  remarks  will  assist  the  small  trader  to 
install  a  scheme  based  upon  the  right  principles. 
The  forms  illustrated  will  not  meet  the  require- 
ments of  every  business,  but  they  will  at  least 
be  suggestive.  The  first  step  in  cutting  prices 
is  to  find  what  articles  cost,  and  the  only 
way  to  stop  leakages  is  to  ascertain  where  they 
occur.  The  trader's  judgment  cannot  be  better 
than  his  information.  The  cost  of  neglecting  to 
keep  a  costing  system  is  generally  greater  than 
that  of  maintaining  one. 
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PRIVATE   LIMITED   COMPANIES 

UNLESS  the  small  trader  limits  his  liability  by 
registering  his  business  under  the  Companies 
Acts,  1908-1917,  he  risks  all  his  possessions  in 
his  business.  Should  the  business  fail,  he  may 
be  called  upon  to  sell  his  private  effects  to  meet 
the  demands  of  the  creditors.  Further,  if  he 
engages  in  more  than  one  undertaking,  any  of 
his  businesses  may  be  sold  up  to  liquidate  the 
debts  of  one.  A  private  limited  company  may 
consist  of  only  two  shareholders  and  the  liability 
of  each  will  be  limited  to  the  amount  of  the  shares 
for  which  he  subscribes.  The  company  may 
fail,  but  no  further  amounts  can  be  secured  from 
the  members  when  they  have  fully  paid  for  the 
shares  held. 

The  way  of  a  private  limited  company  is  easy. 
When  once  the  company  is  incorporated,  an  annual 
list  of  members  and  directors  has  to  be  lodged 
with  the  Registrar  of  Companies,  but  a  copy  of 
the  balance  sheet  is  not  required. 

Although  it  is  not  within  the  province  of  this 
little  book  to  enter  into  a  detailed  discussion 
of  the  Companies  Acts,  the  writer  suggests  that 
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4 

the  small  trader  gives  consideration  to  the 
undoubted  advantages  afforded  by  the  conversion 
of  his  business  into  a  "  private  company." 

"  With  all  my  wordly  goods  I  thee  endow  " 
may  be  inseparable  from  a  particular  contract, 
but  it  is  a  risky  expedient  when  applied  to  business. 
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67 
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Customers'  records,  41-46 


Customers'  records,  illustra- 
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DUPLICATE  statement  system 
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89 
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FACTORY  ledger,  108,  111-115 
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catalogues,  33 
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29 
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Follow-up  system,  41-47 
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18 
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INDEXING,  methods  of,  13-19 
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— ,  Day  Book,  92-94 
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59,  103,  105 
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98 
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journal,  58,  81-83,  97, 
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received  book,   64,   65, 
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-,  illustration,   99 


Subject  indexing,   18,   19 
System,  definition  of,  4,  5 


119 


INDEX 


TELEPHONE  calls,  21,  22 
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form,  23 
Tickler,  43-46 

,  illustration,  45 

Time  sheet,  98,  105 

,  illustration,  101 

Travellers'  order  books,  51 


Travellers'    records,  47-51 
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50 

VERTICAL  filing,  27-33 

WAGES  book,  97,  98,  102,  110 
,  payment  of,  86,  87 
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COUNTING  HOUSE  MATHEMATICS.  By  H.  W.  PORRITT  and  W.  NICKLIN,  A.S.A.A. 

In  crown  Svo,  cloth,  120  pp.  ........    Net 

ARITHMETIC  AND  BOOK-KEEPING.  By  THOS.  BROWN,  F.S.S.,  and  VINCENT  E. 

COLLINGE,  A.C.I. S.     In  two  parts.     Each  in  crown  Svo,  cloth.     Part  i,  124  pp, 

2/6  net.  Part  2,  115  pp Net 

LOGARITHMS  FOR  BUSINESS  PURPOSES.  By  H.  W.  PORRITT  and  W.  NICKLIN, 

A.S.A.A.     In  crown  Svo,  limp  cloth        .......     Net 

RAPID  METHODS  IN  ARITHMETIC.  By  JOHN  JOHNSTON.  Revised  and  Edited  by 

G.  K.  BUCKNALL,  A.C.I.S.  (Hons.).     New  and  Enlarged  Edition.     In  foolscap 

Svo,  cloth,  96  pp Net 

EXERCISES  ON  RAPID  METHODS  IN  ARITHMETIC.  By  JOHN  JOHNSTON.  In 

foolscap  Svo,  cloth        ..........     Net 

METHOD  IN  ARITHMETIC.  A  guide  to  the  teaching  of  Arithmetic.  By  G.  R. 

PURDIE,  B.A.     In  crown  Svo,  cloth,  87  pp Net 
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THE  METRIC  AND  BRITISH  SYSTEM  OF  WEIGHTS,  MEASURES,  AND  COINAGE. 

By  DR.  F.  MOLLWO  PERKIN.  In  8vo,  with  numerous  illustrations  .  .  Net  3/6 
ARITHMETIC  OF  ALTERNATING  CURRENTS.  By  E.  H,  CRAPPER,  M.I.E.E. 

In  crown  8vo,  illustrated Net  4/6 

ARITHMETIC  OF  ELECTRICAL  ENGINEERING.  For  Technical  Students.  In 

crown  8vo,  illustrated  .........     Net      3/6 

THE  SLIDE  RULE.  A  Practical  Manual  Illustrated  .  .  .  Net  3/6 

BOOK-KEEPING  AND  ACCOUNTANCY 

FIRST  STEPS  IN  BOOK-KEEPING.    By  W.  A.  HATCHARD,  A.C.P.,  F.B.T.     In 

crown  8vo,  limp  cloth,  80  pp.          ........     Net       1/8 

PRIMER  OF  BOOK-KEEPING.     Thoroughly  prepares  the  student  for  the  study  of 

more  elaborate  treatises.     In  crown  8vo,  cloth,  144  pp.     .       2/-      Answers,  Net        1/6 
EASY  EXERCISES  FOR  PRIMER  OF  BOOK-KEEPING.     In  crown  8vo,  48  pp.        .        &L 
BOOK-KEEPING  FOR  BEGINNERS.     A  first  course  in  the  art  of  up-to-date  Book- 
keeping.    With  Answers  to  the  Exercises.     By  W.  E.  HOOPER,  A.C.I.S.     In 

crown  8vo,  cloth,  148  pp Net       2/6 

THE  ELEMENTS  OF  BOOK-KEEPING.  By  W.  O.  BUXTON,  A.C.A.  (Hons.).     In 

crown  8vo,  Duxeen  157  pp.   .........     Net       2/6 

BOOK-KEEPING    AND    COMMERCIAL   PRACTICE.     By    H.    H.    SMITH,    F.C.T., 

F.Inc.S.T.     In  crown  8vo,  cloth,  152  pp.         .......        1/9 

BOOK-KEEPING  SIMPIJFEED.    Thoroughly  revised  edition.     By  W.  O.  BUXTON, 

A.C.A.  (Hons.).  In  crown  8vo,  cloth,  304  pp.  .  .  3/6.  Answers,  Net  3/- 
ADVANCED  BOOK-KEEPING.  In  crown  8vo,  cloth,  187  PP-  3/6  net.  Answers.  Net  2/6 
HIGHER  BOOK-KEEPING  AND  ACCOUNTS.  By  H.  W.  PORRITT  and  W.  NICKLIN, 

A.S.A.A.      In    crown  8vo,  cloth,  304  pp.,  with    many   up-to-date   forms   and 

facsimile  documents      ..........     Net       5/— 

FULL  COURSE  IN  BOOK-KEEPING.     By  H.  W.  PORRITT  and  W.  NICKLIN,  A.S.A.A. 

In  crown  8vo,  cloth  gilt,  540  pp.    .          .          .          .         .         .          .          .     Net       5/- 

COMPLETE  BOOK-KEEPDJG.     A  thoroughly  comprehensive  text-book,  dealing  with 

all  departments  of  the  subject.  In  crown  8vo,  cloth,  424  pp.  6/8  Answers,  Net  4/- 
ADVANCED  ACCOUNTS.  A  Practical  Manual  for  the  Advanced  Student  and  Teacher. 

Edited  by  ROGER  N.  CARTER,  M.Com.,  F.C.A.     In  demy  8vo,  cloth  gilt,  988  pp., 

with  many  forms  and  facsimile  documents       ......    Net       7/6 

DICTIONARY  OF  BOOK-KEEPING.     A  Practical  Guide  and  Book  of  Reference  for 

Teachers,  Students  and  Practitioners.     By  R.  J.  PORTERS.     In  demy  8vo,  cloth 

gilt,  with   facsimiles,   780  pp.       ........     Net       7/6 

BOOK-KEEPING  FOR  RETADLERS.  By  H.  W.  PORRITT  and  W.  NICKLIN,  A.SJLA. 

In  crown  8vo,  cloth,  124  pp. Net       2/6 

ADDITIONAL  EXERCISES  DJ  BOOK-KEEPING,  Nos.  I  and  H.     New  Editions. 

In  crown  8vo,  56  pp.  No.  i,  8d.  net.  No.  2,  9d.  net  .  Answers,  each,  Net  64 
BOOK-KEEPING  TEST  CARDS.  Elem.  and  Inter.  Per  set  .  .  .  .  Net  21- 
BUSDJESS  BOOK-KEEPING.  By  J.  ROUTLEY.  In  crown  8vo,  cloth,  360  pp.  Net  8/6 
EXAMINATION  NOTES  ON  BOOK-KEEPING  AND  ACCOUNTANCY.  By  J.  BLAKE 

HARROLD,  A.C.I.S.,  F.C.R.A.     Cloth,  6*  in.  by  3$  in.,  56  pp.  .         .     Net       2/6 

HOTEL  BOOK-KEEPING.     With  illustrative  forms  and  exercises.     In  crown  8vo, 

cloth,  72  pp Net       2/6 

BOOK-KEEPING   AND   ACCOUNTANCY  PROBLEMS.    By  G.   JOHNSON,  F.C.I.S. 

In  crown  8vo,  cloth  gilt,  112  pp.     .          .          .          .....     Net       3/6 

COMBINED  MANUSCRIPT  BOOK  FOR  BOOK-KEEPING.     In  crown  4to,  stiff  paper 

wrapper,  144  pp.  .         .          .         . .         ......        1/8 

IDEAL  MANUSCRIPT  BOOKS  FOR  BOOK  KEEPING.    Large  post  4to.     Cash  Book  ; 

Purchases  Book  ;  Sales  Book  and  Journal  ;  Ledger  ....  Each        7<L 

AVON  EXERCISE  BOOKS  FOR  BOOK-KEEPING.     Foolscap  folio.       . 

Journal,  8d. ;  Cash  Book,  8d. ;  Ledger       l/- 
EXAMINATION   NOTES   ON    MUNICD7AL    ACCOUNTANCY.    By   W.   G.   DAVIS. 

A.S.A.A.     Size  6  Jin.  by  3$  in.,  cloth,  56  pp.  .          .          .         .         .     Net       2/- 

BALANCE  SHEETS  :    HOW  TO  READ  AND  UNDERSTAND  THEM.    By  PHILIP 

TOVEY,  F.C.I.S.  In  foolscap  8vo,  cloth,  8"?  pp.,  with  26  inset  Balance  Sheets  Net  2/6 
HOW  TO  BECOME  A  QUALHOED  ACCOUNTANT.  By  R.  A.  WITTY,  A.S.A.A. 

Second  Edition.     In  crown  8vo,  cloth,  120  pp Net       3/6 

ACCOUNTANCY.    By  F.  W.  PIXLEY,  F.C.A.,  Barristtr-iU-Law.     In  demy  8vo,  cloth, 

318  pp Net      7/6 

ACCOUNTING.     ByS.  S.  DAWSON,  M.Com.,  F.C.A.,  and  R.  C.  de  Zouche,  F.C.A. 

In  demy  8vo,  280  pp.,  cloth, Net     10/8 

BOOK-KEEPING  TEACHERS'  MANUAL.     By  C.  H.  KIRTON,  A.C.I.S.,  F.Inc.S.T. 

In  demy  8vo,  cloth  gilt,  230  pp. Net        7/8 

NOTES  OF  LESSONS  ON  BOOK-KEEPING.    By  J.  ROUTLKY.    In  crown  8vo,  133  pp. 
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AUDITING,  ACCOUNTING  AND  BANKING.    By  FRAKK  DOWLBR,  A.C.A.,  and  E. 

MARDINOR  HARRIS,  A.I.B.  In  demy  8vo,  cloth  gilt,  328  pp.  .  .  .  Net  7/6 
PRINCIPLES  OF  BOOK-KEEPING  EXPLAINED.  By  I.  H.  HUMPHRY*.  In  crown 

8vo,  cloth,  120  pp.  .         ........    Net       2/6 

MANUFACTURING  BOOK-KEEPING  AND  COSTS.  By  G.  JOHNSON,  F.C.I.S.  In 

demy  8vo,  cloth  gilt,  120  pp.  ........     Net       5/- 

PRACTICAL  BOOK-KEEPING.  By  the  same  Author.  In  crown  8vo,  cloth,  420  pp. 

DEPRECIATION  AND  WASTING  ASSETS,  and  their  Treatment  in  Computing  Annual 

Profit  and  Loss.  By  1>.  !>.  LKAKE,  F.C.A.  In  demy  8vo,  cloth  gilt,  223  pp.  Net  15/- 

THE  PRINCIPLES  OF  AUDITING.  By  F.  R.  M.  DE  PAULA,  O.B.E.,  F.C.A.  In 

demy  8vo,  cloth  gilt,  224  pp Net  7/6 

COST  ACCOUNTS  IN  PRINCIPLE  AND  PRACTICE.  By  A.  CLIFFORD  RIDOWAY, 

F.C.A.  lu  demy  8vo,  cloth  gUt,  120  pp Net  6/- 

GOLD  MINE  ACCOUNTS  AND  COSTING.  A  Practical  Manual  for  Officials, 
Accountants,  Book-keepers,  Etc.  By  G.  W.  TAIT.  In  demy  8vo,  cloth  gUt, 
03  pp.  ..........*•  Net  {$/- 

COMPANY  ACCOUNTS.  A  complete,  practical  Manual  for  the  use  of  officials  in 
Limited  Companies  and  advanced  students.  By  ARTHUR  COLES,  F.C.I.S.  In 
demy  8vo,  cloth  gilt.  356  pp.  Second  Edition Net  7/6 

MANUAL  OF  COST  ACCOUNTS.  By  H.  JULIUS  LUNT.  In  demy  8vo,  cloth,  124  pp. 

Net  6/- 

THE  ACCOUNTS  OF  EXECUTORS,  ADMINISTRATORS  AND  TRUSTEES.  By 
WILLIAM  B.  PHILLIPS,  A.C.A.  (Hons.  Inter,  and  Final),  A.C.I.S.  In  demy  8vo, 
cloth  gilt,  152  pp Net  5/- 

BAILWAY  ACCOUNTS  AND  FINANCE.  The  Railway  Companies  (Accounts  and 
Returns)  Act,  1911.  By  ALLEN  E.  NEWHOOK,  A.K.C.  In  demy  8vo,  cloth  gilt, 
148  pp Net  5/- 

THE  PERSONAL  ACCOUNT  BOOK.  By  W.  G.  DOWSLEY,  B.A.  Size,  15*  in.  by 

9i  in.,  half  leather,  106  pp.,  with  interleaved  blotting  paper  ....  Net  10/8 

SHOPKEEPERS'  ACCOUNTS  SIMPLLFIED.  By  C.  D.  CORNELL.  In  crown  8vo. 

70  pp Net  2/- 

THE  "EFFICIENT  "  CHECK  FIGURE  SYSTEM.  By^  H.  O.  HORTON.  In  demy 

8vo,  22  pp Net  I/- 

BUSINESS  TRAINING,  COPY  BOOKS,  ETC. 

COMMERCIAL  READER  (Junior  Book).     Our  Food  Supplies.     By  F.  W.  CHAMBERS. 

With  over  70  illustrations,  240  pp.  .......     Net       3/- 

COMMERCIAL  READER  (Intermediate  Book).    Our  Manufacturing  Industries.     In 

crown  8vo,  cloth,  240  pp.     Over  150  illustrations     .....     Net       3/6 

COMMERCIAL  READER  (Senior  Book).     An  introduction  to  Modern  Commerce. 

Containspver  160  black  and  white  illustrations.     In  crown  8vo,  cloth,  272  pp.     Net       3/6 

OFFICE  ROUTINE  FOR  BOYS  AND  GIRLS.     In  three  stages.     Each  in  crown  8vo, 

64  pp.    1st  Stage,  8d.    2nd  and  3rd  Stages Each       1/- 

FHiST  STEPS  IN  BUSINESS  TRAINING.    By  V.  E.  COLLINGB,  A.C.I.S.     In  crown 

8vo,  limp  cloth,  80  pp.  .........     Net       1/6 

COUNTING-HOUSE  ROUTINE.  1st  Year's  Course.  By  VINCENT  E.  COLLINGE, 
A.C.I.S.  In  crown  8vo,  J  cloth,  with  illustrations,  maps,  and  facsimile 
commercial  forms,  162  pp.  .........  Net  1/9 

COUNTING-HOUSE  ROUTINE.  2nd  Year's  Course.  By  VINCENT  E.  COLLINGE, 
A.C.I.S.  In  crown  8vo,  J  cloth,  with  illustrations,  maps  and  facsimile  commercial 
forms,  188  pp Net  3/6 

THE  PRINCDPLES  OF  BUSINESS.     By  JAMES  STEPHENSON,  M.A.,  M.Com.,  B.Sc. 

Part  i.     In  crown    8vo,  cloth,  217  pp.          ......    Net       3/- 

Part  2.     In  crown  8vo,  cloth,  320  pp. Net       3/6 

MANUAL  OF  BUSINESS  TRAINING.  Contains  66  maps  and  facsimiles.  Eighth 
Edition,  thoroughly  revised  and  considerably  enlarged.  In  crown  8vo,  cloth, 
302  pp.  ............  Net  5J- 

THE  PRINCIPLES  AND  PRACTICE  OF  COMMERCE.  By  J  AMES  STEPHENSON,  M.A., 
M.Com.,  B.Sc.  In  demy  8vo,  cloth  gilt,  648  pp.,  with  many  illustrations, 
diagrams,  etc Net  8/6 

COMMERCIAL   PRACTICE.    By    ALFRED     SCHOFIELD.      In    crown     8vo,    cloth, 

296  pp Net       4/- 

THE  THEORY  AND  PRACTICE  OF  COMMERCE.  Being  a  Complete  Guide  to 
Methods  and  Machinery  of  Business.  Edited  by  F.  HEELIS,  F.C.I.S.,  Assisted 
by  Specialist  Contributors.  In  demy  8vo,  cloth  gilt,  620  pp.,  with  many  facsimile 
forms.  7/6  Net.  Also  in  2  vols.,  each Net  3/6 

HOW  TO  TEACH  BUSDfESS  TRAINING.     By  F.  HEELIS,  F.C.I.S.     In  crown  8vo. 

i6opp ....    Nai      2/6 
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MODERN  BUSINESS  AND  ITS  METHODS.    By  W.  CAMPBELL,  Chartered  Secretary, 

Part  I.  Net,  3/6.  Part  II.  Net,  3/6.  Complete  .  .  .  .Net  7/6 
A  COURSE  IN  BUSINESS  TRAINING.  By  G.  K.  BUCKNALL,  A.C.I.S.  In  crown 

8vo,  102  pp.       .          ...........         2/6 

ROUTINE  OF  COMMERCE.  By  A.  SCHOFIELD.  In  demy  8vo,  cloth,  170  pp.  Net  6/- 
ELEMENTS  OF  COMMERCE.  By  F.  HEYWOOD,  A.C.I.S.  In  demy  8vo,  cloth, 

150  pp Net  8/- 

FAC  SIMILE  COMMERCIAL  FORMS.  New,  Revised,  and  Enlarged  Edition.  Thirty- 
five  separate  forms  in  envelope  ........  Net  2/- 

Forms  spparately,  per  doz.     .......  Net       8d. 

EXERCISE  BOOK  OF  FACSIMILE  COMMERCIAL  FORMS.  In  large  post  4to,  32  pp.  8d. 
FACSIMILE  COMPANY  FORMS.  Thirty-four  separate  forms  in  envelope  .  Net  1/3 

frorms  separately,  per  doz.  ......  ,     Net        6d. 

"  NEW  ERA  "  BUSINESS  COPY  BOOKS.  By  F.  HEELIS,  F.C.I.S.  Civil  Service 

Style.     In  three  books,  Junior,  Intermediate,  and  Senior.    Each  in  stout  paper 

covers,  large  post  4to.  31  pp Net  9i 

BUSINESS  TRAINING  EXERCISE  BOOK.  Part  L  By  JAMES  E.  SLADBN,  M.A. 

(Oxon.),  F.I.S.A.  In  large  post  4to,  64  pp Net  2/- 

OFFICE  ROUTINE  COPY  BOOKS,  No  1,  No.  2,  and  No.  3.  Each  in  large  post  4to, 

24  pp.  .  Net  80. 

COMMERCIAL  HANDWRITING  AND  CORRESPONDENCE.  In  foolscap  4to, 

quarter  cloth,  80  pp.     .          .         .  •   .         .         .         .         .         .     Net       3/- 

BUSINESS  HANDWRITING.  Seventh  Edition,  Revised.  In  crown  8vo,  cloth, 

84  pp Net  1/6 

HOW  TO  WK1TE  A  GOOD  HAND.  By  B.  T.  B.  ROLLINGS.  In  crown  8vo,  oblong, 

56  pp Net  1/8 

HANDBOOK  FOR  COMMERCIAL  TEACHERS.  By  FRED  HAIJ.,  M.A.,  B.Com., 

F.C.I.S.,  etc.     In  crown  8vo,  cloth  gilt,  200  pp.         .....    Net       8/6 

TEE  BUSINESS  GIRL'S  HANDBOOK.  By  C.  CHISHOLM,  M.A,,  and  D.  W.  WALTON. 

Foreword  by  SARAH  BERNIIARDT.  In  crown  8vo,  cloth,  176  pp.  .  .  Net  2/6 
THE  BOY'S  BOOK  OF  BUSINESS.  By  the  same  Authors.  Foreword  by  Lieut .- 

G»n.  Sir  R.  S.  S.  BADEN-POWELL.  In  crown  8vo,  cloth,  176  pp.  .  .  Net  2/6 

BUSINESS  METHODS  AND  SECRETARIAL  WORK  FOR  GIRLS  AND  WOMEN. 

By  HELEN  REYNARD,  M.A.  In  crown  8vo,  cloth,  96  pp.  .  .  .  Nat  2/6 

THE  JUNIOR  WOMAN  SECRETARY.  By  ANNIE  E.  DAVIS,  F.Inc.S.T.  In 

crown  8vo,  cloth,  100  pp.,  with  illustrations  .  ....  Net  27- 

THE  JUNIOR  CORPORATION  CLERK.  By  J.  B.  CARRINGTON,  F.S.A.A.  In 

crown  8vo,  cloth  gilt,  with  illustrations,  136  pp.       .         .         .         .         .    Net       1/8 

POPULAR  GUIDE  TO  JOURNALISM.  By  A.  KINGSTON.  4th  Edition.  In  crown 

8vo,  cloth,  124  pp Net  2/6 

PRACTICAL  JOURNALISM  AND  NEWSPAPER  LAW.  By  A.  BAXER,  M.J.I.,  and 

E.  A.  COPE.     In  crown  8vo,  cloth,  180  pp Net       3/8 

CIVIL  SERVICE 

THE  CTVDL  SERVANT  AND  HIS  PROFESSION.  In  crown  8vo,  cloth,  120  pp.  .  Net  8/6 
CIVIL  SERVICE  GUIDE.  Bv  A.  J.  LAWFORD  JONES.  In  crown  8vo,  129  pp.  Net  2/6 
DIGESTING  RETURNS  INTO  SUMMARDSS.  By  A.  J.  LAWFORD  JONES,  of 

H.M.  Civil  Service.  In  crown  8vo,  cloth,  84  pp.  ...  ,  Net  2/6 

COPYING  MANUSCRIPT,  ORTHOGRAPHY,  HANDWRITING,  etc.  By  the  same 

Author.  Actual  Examination  Papers  only.  In  foolscap  folio,  48  pp.  .  Net  3/6 
CIVIL  SERVICE  HANDWRITING  GUIDE  AND  COPY  BOOK.  By  H.  T.  JESSOP, 

B.Sc.  In  crown  410,  32  pp Net  10tL 

CIVIL  SERVICE  AND  COMMERCIAL  COPYING  FORMS.  In  crown  8vo,  40  pp.  Net  6d. 
RULED  FORMS  FOR  USE  WITH  THE  ABOVE.  Books  I  and  H.  Each  foolscap 

folio,  40  pp.          ............       3d. 

CIVIL  SERVICE  AND  COMMERCIAL  LONG  AND  CROSS  TOTS.  Two  Series,  each 

in  crown  8vc,  48  pp.      ..........    Nek       3d. 

CTVIL  SERVICE  ARITHMETIC  TESTS.  By  P.  J.  VARLEY-TIPTOK.  In  crown  8vo, 

cloth,  102  pp Net  2/8 

CIVIL  SERVICE  ESSAY  WRITING.  By  W.  J.  ADDIS,  M.A.  In 


8vo,  limp 

cloth,  108  pp '  .  .  .  .  .  .Net  2/6 

CIVIL  SERVICE  PRACTICE  IN  PRECIS  WHITING.  Edited  by  ARTHUR  REYNOLDS, 

M.A.  (Oxon.).  In  crown  8vo,  J  cloth,  240  pp. Net  3/6 

ELEMENTARY  PRECIS  WRITING.  By  WALTER  SHAWCROSS,  B.A,  In  crown  8vo, 

cloth,  80  pp Net  2/- 

GUIDE  TO  INDEXING  AND  PRECIS  WRITING.  By  W.  J.  WESTOM,  M.A.,  B.Sc. 

(Lond.),  and  K.  HOWKER.  In  crown  8vo,  cloth,  no  pp.  .  .  .  Net  2/6 

INDEXING  AND  PRECIS  WRITING.  By  A.  J.  LAWTORD  JONES.  In  crown  8vo, 

cloth,  144  PP Net  2/6 

EXERCISES  AND  ANSWERS  IN  INDEXING  AND  PRECIS  WRITING.  By  W.  J. 

WKSTON,  M.A..  B.Sc.  (Loud.).    In  crown  8vo,  cloth,  144  pp.  .        .        .     Net       2/6 


ENGLISH  AND  COMMERCIAL  CORRESPONDENCE 

ENGLISH  FOR  COMMERCIAL  STUDENTS.    BY  H.  W.  HOUUHTON.     In  crown  8vo, 

cloth,  148  pp Net      2/6 

FIRST  STEPS  IN  COMMERCIAL  ENGLISH.    By  W.  J.  WESTON,  M.A.,  B.Sc.  (Lond.). 

In  crown  8vo,  limp  cloth,  80  pp.    ........     Net        1/6 

FIRST  STEPS  IN  BUSINESS  LETTER  WRITING.     By  FRED  HALL,  M.A.,  B.Cora., 

F.C.I.S.,  etc.     In  crown  8vo,  limp  cloth,  80  pp Net       1/6 

GUIDE  TO  COMMERCIAL  CORRESPONDENCE  AND  BUSINESS  COMPOSITION. 

By  W.  J.  WESTON,  M.A.,  B.Sc.  (Lond.).   In  crown  8vo,  cloth,  156  pp.,with  many 

facsimile  commercial  documents  .........        g/Q 

MANUAL  OF  COMMERCIAL  ENGLISH.     By  WALTER  SHAWCROSS,  B.A.     Including 

Composition  and  Precis  Writing.  In  crown  8vo,  cloth  gilt,  234  pp.  .  .  Net  3/6 
HOW  TO  TEACH  COMMERCIAL  ENGLISH.  By  WALTER  SHAWCROSS,  B.A.  In 

crown  8vo,  cloth  gilt,  160  pp Net       3/8 

COMMERCIAL  CORRESPONDENCE  AND  COMMERCIAL  ENGLISH.     In  crown  8vo, 

cloth,  272  PP 3/8 

THE  CORRESPONDENCE  OF  COMMERCE.     By  A.  RISDON  PALMER,  B.Sc,,  B.A. 

Indemy8vo,  cloth,  r-,o  pp.  .........     Net       6/- 

PRINCIPLES   AND    PRACTICE   OP   COMMERCIAL   CORRESPONDENCE.     By    J. 

STEPHENSON,  M.A.,  M.^om.,  B.Sc.     In  demy  8vo,  320  pp.  .     Net       7/6 

ENGLISH  MERCANTILE  CORRESPONDENCE.  In  crown  8vo,  cloth  gilt,  260  pp.  Net       3/6 
FIRST  STEPS  IN  BUSINESS  COMPOSITION.    Edited  by  R.  W.  HOLLAND,  M.A., 

M.Sc.,  LL.D.     In  crown  8vo,  limp  cloth,  80  pp Net        1/6 

ENGLISH  COMPOSITION  AND  CORRESPONDENCE.     By  J.  F.  DAVIS,  D.Lit.,  M.A., 

LL.B.  (Lond.).     In  crown  8vo,  cloth,  118  pp Net       2/6 

A  GUDDE  TO  ENGLISH  COMPOSITION.    By  the  Rev.  J.  H.  BACOS.     112  pp.  Duxeen 

Net      2h 
ENGLISH  GRAMMAR.     New  Edition,  Revised  and  Enlarged  by  C,  D.  PONCHARD, 

B.A.  (Lond.).     In  crown  8vo,  cloth,  142  pp.     ......     Net       21- 

ENGLISH   GRAMMAR   AND   COMPOSITION.     By  W.   J.   WESTOM,   NLA..   B.Sc. 

(Lond.).     In  crown  8vo,  cloth,  320  pp.    .......     Net       5/- 

ENGLISH  PROSE  COMPOSITION.   By  W.  J.  WESTON,  M.A.,  B.Sc.     In  crown  8vo, 

cloth,  224  pp.      ...........     Net      3/6 

SELF-HELP  EXERCISES  IN  ENGLISH  (Reform  Method).     In  crown    8vo,    limp 

cloth,  80  pp Net       1/3 

NOTES  OF  LESSONS  ON  ENGLISH.     In  crown  8vo,  cloth,  208  pp.        .         .     Net       8/8 
PUNCTUATION  AS  A  MEANS  OF  EXPRESSION.    By  A.  E.  LOVBLL,  M.A.     In 

crown  8 vo,  cloth,  80  pp. Net       LJ- 

PRECIS  WRITING  \  ,-  r__  *„--.„  n™  A\ 
ESSAY  WRITING  /  (i"  Cmi  bERV1CE»  PaSe  41 
STUDIES  IN  ELOCUTION.  By  E.  M.  CORBOULD  (Mrs.  Mark  Robinson).  With  over 

100  selections  for  Reciters  and  Readers.  In  crown  8vo,  doth  gilt,  270  pp  Not  3/8 
POCKET  DICTIONARY.  Royal  32010,  5  in.  by  3  in.,  cloth  gilt,  362  pp.  .  .  Net  2/- 
COMMERC1AL  DICTIONARY.  In  foolscap  8vo,  paper  boards,  192  pp.  .  .  Net  2/- 


COMMERCIAL  GEOGRAPHY  AND  HISTORY 

FIRST  STEPS  IN  COMMERCIAL  GEOGRAPHY.  By  JAMBS  STEPHENSON,  MJL, 
B.Com.  There  are  16  maps  and  diagrams  included.  In  crown  8vo,  limp  cloth, 
80  pp  .............  Net  1/8 

THE  WORLD  AND  ITS  COMMERCE.    In  crown  8vo,  cloth,  128  pp.,  with  34  maps  . 


THE  ELEMENTS    OF    COMMERCIAL    GEOGRAPHY.    By  C.   H.  GRANT, 

F.R.Met.Soc.     In  crown  8vo,  cloth,  140  pp  .......     Net       2/6 

COMMERCIAL  GEOGRAPHY  OF  THE  BRITISH  ISLES.  In  crown  8vo,  cloth, 
150  pp.,  with  34  coloured  maps  and  plates,  three  black  and  white  maps,  and 
other  illustrations  .  .  .  _  .......  Net  2/6 

COMMERCIAL  GEOGRAPHY  OF  THE  BRITISH  EMPIRE  ABROAD  AND 
FOREIGN  COUNTRD3S.  In  crown  8vo,  cloth,  205  pp.,  with  35  coloured  maps 
and  plates,  n  black  and  white  maps,  and  end-paper  maps  .  .  .  Net  g/_ 

COMMERCIAL  GEOGRAPHY  OF  THE  WORLD.    In  crown  8vo,  cloth,  350  pp.,  with 

about  90  maps  and  plates      .........     Net        4/8 

EXAMINATION  NOTES  ON   COMMERCIAL  GEOGRAPHY.    By  W.   P.   ROTTER, 

M.Com.     Size  6J  in.  by  3$  in.,  cloth,  120  pp  .......        Net       21- 

ECONOMIC    GEOGRAPHY.     (See  "ECONOMICS"  page  6) 

THE  ELEMENTS  OF  COMMERCIAL  HISTORY.    By  FRKD  HAtft,  M^.,  B.Cora., 

F.C.I.S.    In  crown  8vo,  cloth,  164  pp  ........     Not       2/6 


COMMERCIAL  HISTORY.  By  J.  R.  V.  MARCHANT,  M.A.  In  crown  8vo,  cloth 

gilt,  272  pp .Net  5/8 

PRINCIPLES  OF  COMMERCIAL  HISTORY.  By  J.  STEPHENSON,  M.A.,  M.Com.,B.Sc. 

IndemySvo,  doth,  279  pp.  .  Ket  7/fi 

ECONOMIC  HISTORY.     (See  "  ECONOMICS  "  below.) 

ECONOMICS 

THE  ELEMENTS  OF  POLITICAL  ECONOMY.     By  H.  HALL,  B.A.     In  crown  8vo. 

cloth,  140  PP Net  2/6 

GUIDE  TO  POLITICAL  ECONOMY.  By  F.  H.  SPENCER,  D.Sc.,  LL.B.  In  crown  8vo, 

cloth  gilt,  232  pp Net  3/6 

OUTLINES  OF  THE  ECONOMIC  HISTORY  OF  ENGLAND  :  A  Study  in  Social 

Development     By  H.  O.  MEREDITH,  M.A.,  M.Com.     In  demy  8vo,  cloth  gilt, 

376  pp Net  7/8 

ECONOMIC  GEOGRAPHY.  By  JOHN  MCFARLANE,  M.A.,  M.Com.  In  demy  8vo, 

cloth  gilt,  568  pp.,  1 8  illustrations Net  10/6 

THE  HISTORY  AND  ECONOMICS  OF  TRANSPORT.  By  A.  W.  KIRKALDY,  M.A., 

B.Litt.   (Oxford),  M.Com.  (Birm.),  and   A.    DUDLEY   EVANS.     In   demy   8vo, 

cloth  silt,  375  PP Net  15/- 

THE  ECONOMICS  OF  TELEGRAPHS  AND  TELEPHONES.  By  JOHN  LEE,  M.A. 

In  crown  8vo,  cloth  gilt,  92  pp.      ........     Net       2/8 

LABOUR,  CAPITAL  AND  FINANCE.  By  "SPECTATOR"  (W.  W.  WALL,  F.J.I., 

F.S.S.).  In  crown  8vo,  cloth  127  pp Net  3/6 

OUTLINES  OF  LOCAL  GOVERNMENT.  By  JOHN  J.  CLARKE,  M.A.,  F.S.S.  In 

crown  8vo,  161  PP..  paper  boards     ........  Net       2/6 

OUTLINES  OF  CENTRAL  GOVERNMENT.  By  the  same  Author.  In  crown  8vo, 

117  pp.  Net  1/6 

OUTLINES  OF  INDUSTRIAL  AND  SOCIAL  ECONOMICS.  By  the  same  Author. 

In  crown  8vo,  108  pp. Net  1/6 

THE  HOUSING  PROBLEM.  By  J.  J.  CLARKE,  M.A.,  F.S.S.  In  demy  8vo,  cloth 

540  PP Net  21/- 

VALUE  FOR  MONEY  By  Sir  WM.  SCHOOLING,  K.B.E.  In  crown  8vo,  cloth 

i6opp Net  2/6 

TALKS  WITH  WORKERS.  In  crown  8vo,  limp  cloth, Net  21- 

DICTIONARY  OF  ECONOMIC  AND  BANKING  TERMS.  By  W.  J.  WESTON,  M.A., 

B.Sc.,  and  A.  CREW.     In  crown  8vo,  cloth,  166  pp.  .         .         .         .     Net       5/- 

BANKING  AND  FINANCE 

TEE  ELEMENTS  OF  BANKING.  ByJ.  P.GANDY.  In  crown  8vo,cloth,"i4opp.  Net  2/8 
BANK  ORGANIZATION,  MANAGEMENT,  AND  ACCOUNTS.  By  J.  F.  DAVIS,  M.A. 

D.Lit.,  LL.B.  (Lond.)  In  demy  8vo,  cloth  gilt,  165  pp.,  with  forms  .  .  Net  6/- 
MONEY,  EXCHANGE,  AND  BANKING.  In  their  Practical,  Theoretical,  and  Legal 

Aspects.     By  H.  T.  EASTON,  A.I.B.     Second  Edition,  Revised.     In  demy  8vo, 

cloth,  312  pp Net  6/- 

PRACTICAL  BANKING.  By  J.  F.  G.  BAGSHAW.  With  Chapters  on  The  Principles 

ol  Currency,  by  C.  F.  HANNAFORD,  A.I.B.,  and  Bank  Book-keeping,  by  W.  H. 

PEARD.     In  demv  8vo,  cloth  gilt,  about  400  pp.       .....     Net       7/6 

BANKERS'  SECURITIES  AGAINST  ADVANCES.  By  LAWRENCE  A.  FOGG, 

Cert.  A.I.B.  In  demy  8vo,  cloth  gilt,  123  pp Net  6/- 

BANKERS'  ADVANCES.  By  F.  R.  STEAD.  Edited  by  Sir  JOHN  PAGET,  K.C.  In 

demy  8vo,  cloth,  144  pp.       .........     Net       6/- 

FOREIGN  EXCHANGE,  A  PRIMER  OF.  By  W.  F.  SPALDING.  In  crown  8vo., 

cloth,  108  pp.  Net  3/8 

FOREIGN  EXCHANGE  AND  FOREIGN  BILLS  IN  THEORY  AND  IN  PRACTICE.  By 

W.  F.  SPALDING,  Cert.  A.I.B.  In  demy  8vo,  cloth  gilt,  227  pp.  .  .  Net  7/6 
EASTERN  EXCHANGE.  By  W.  F.  SPALDING.  In  demy  8vo,  cloth,  375  PP., 

illmtnted.  ThiH  Kditinn Net  15/- 

FUNCTIONS  OF  MONEY,  THE.  By  W.  F.  SPALDING.  In  demy  8vo,  cloth  gilt, 

I79pp .  .  Net  7/6 

BANKERS'  CREDITS  AND  ALL  THAT  APPERTAINS  TO  THEM  IN  THEIR 

PRACTICAL,  LEGAL,  AND  EVERYDAY  ASPECTS.     By  W.  F.  SPALDING.     In 

demy  8vo,  cloth  gilt,  126  pp Net  10/6 

TALKS  ON  BANKING  TO  BANK  CLERKS.  By  H.  E.  EVANS.  In  crown  8vo, 

cloth,  152  pp Net  2/6 

SIMPLE  LNTERrST  TABLES.  By  Sir  WILLIAM  SCHOOLING,  K.B.E.  In  crown  4to, 

cloth  Kilt,  188  pp Net  2V- 

DICTIONARY  0*  BANKING.  A  Complete  Encyclopaedia  of  Banking  Law  and 

Practice.     By  W.  THOMSON  and  LLOYD  CHRISTIAN.  Fourth  Edition,  Revised  and 

Enlarged.  In  crown  4to,  half  leather  gilt,  691  pp.  .....  Net  SO/- 
NOTES ON  BANKING  AND  COMMERCIAL  LAW.  BY  T.  LLOYD  DAVIKS.  In 

f'cap  8vn,  100  pp.  Net  3f- 

TITLE  DEEDS,  AND  THE  RUDIMENTS  OF  REAL  PROPERTY  LAW.  By  F.  R. 

STEAD.  In  crown  8vo  doth,  151  pp. Net  67- 
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INSURANCE 

THE  PRINCIPLES  OP  INSURANCE.    By  J.  ALFRED  EKE.     In  crown  8vo,  cloth, 

160    pp Net      3/6 

INSURANCE.  By  T.  E.  YOUNG,  B.A.,  F.R.A.S.  A  complete  and  practical  exposition. 
With  sections  on  Workmen's  Compensation  Insurance,  by  W.  R.  STRONG,  F.I.A., 
and  The  National  Insurance  Scheme,  by  VYVYAN  MARR,  F.F.A.,  F.I.A.  Third 
Edition.  Revised  and  Enlarged.  In  demy  8vo,  cloth  gilt,  440  pp.  .  .  Net  10/8 

GUIDE  TO  LIFE  ASSURANCE.  By  S.  G.  LEIGH,  F.I.A.  In  crown  8vo,  cloth  gilt, 

102  PP  .....  •  ....  Net  5/— 

INSURANCE  OFFICE  ORGANIZATION,  MANAGEMENT,  AND  ACCOUNTS.  By 
T.  E.  YOONG,  B.A.,  F.R.A.S.,  and  RICHARD  MASTERS,  A.C.A.  Second  Edition, 
Revised.  In  demy  8vo,  cloth  gilt,  146  pp Net  6/- 

GUIDE  TO  MARINE  INSURANCE.  By  HENRY  KEATE.  In  crown  8vo,  cloth  gilt, 

203  pp.  ............  Net  3/8 

THE  PRINCIPLES  OF  MARINE  LAW.     (See  p.  10.) 

TALKS  ON  INSURANCE  LAW.  By  J.  A.  WATSON,  B.Sc.,  LL.B.  In  crown  8vo,  cloth. 

140  pp Net  «- 

SHIPPING 

SHIPPING     By  A.  HALL  and  F.  HEYWOOD.     In  crown  8vo,  cloth,  136  pp.     .     Net       2/8 

SHIPPING  OFFICE  ORGANIZATION,  MANAGEMENT,  AND  ACCOUNTS.  By 

ALFRED  CALVERT.  In  demy  8vo,  cloth  gilt,  203  pp.  ....  Net  6/- 

THE  EXPORTER'S  HANDBOOK  AND  GLOSSARY.  By  F.  M.  DUDENEY.  With 

Foreword  by  W.  EGLINGTON.  In  demy  8vo,  cloth  gilt,  254  pp.  .  .  Net  8/6 

CONSULAR  REQUIREMENTS  FOR  EXPORTERS  AND  SHIPPERS  TO  ALL  PARTS 
OF  THE  WORLD.  By  J.  S.  NOWERY.  New  and  Enlarged  Edition.  In  demy  8vo, 
cloth,  174  pp Net  7/6 

CASE  AND  FREIGHT  COSTS.  The  principles  of  calculation  relating  to  the  cost 
of,  and  freight  on,  sea  or  commercial  cases.  By  A.  W.  E.  CROSFIELD.  In  crown 
8vo,  cloth,  62  pp Net  8/- 

SECRETARIAL  WORK 

HOW  TO  BECOME  A  PRIVATE  SECRETARY.  By  J.  E.  MCLACHLAN.  in  crown 

8vo,  cloth,  120  pp Net  3/6 

COMPANY  SECRETARIAL  WORK.  By  E.  MARTIN,  F.C.I.S.  In  crown  8vo, 

cloth,  154  PP Net  2/6 

GUIDE  TO  COMPANY  SECRETARIAL  WORK.  By  O.  OLDHAM,  A.C.I.S.  In 

crown  8vo,  cloth  gilt,  256  pp Net  3/6 

GUIDE  FOR  THE  COMPANY  SECRETARY.  By  ARTHUR  COLES,  F.C.I.S.  Illus- 
trated with  76  facsimile  forms.  Second  Edition,  Revised  and  Enlarged.  In 
demy  8vo,  cloth  gilt,  432  pp Net  6/~ 

COMPANY  SECRETARY'S  VADE  MECUHL  Edited  by  P.  TOVEY,  F.C.I.S.  Pocket 

size,  cloth,  270  pp Net  3/6 

SECRETARY'S  HANDBOOK.  Edited  by  HERBERT  E.  BLAIN.  In  demy  8vo, 

cloth  gilt,  1 68  pp Net  8/- 

THE  CHAIRMAN'S  MANUAL.  By  GURDON  PALIN,  of  Gray's  Inn,  Barrister-at-Law, 

and  ERNEST  MARTIN,  F.C.I.S.  In  crown  8vp,  cloth  gilt,  192  pp.  .  .  Net  5/- 

PROSPECTUSES :  HOW  TO  READ  AND  UNDERSTAND  THEM.  By  PHILIP 

TOVEY,  F.C.I.S.  In  demy  8vo,  cloth  gilt,  109  pp  .  .  . .  .  Net  5/- 

OUTLINES  OF  TRANSFER  PROCEDURE  IN  CONNECTION  WITH  STOCKS, 
SHARES,  AND  DEBENTURES  OF  JOINT  STOCK  COMPAND3S.  By  F.  D. 
HEAD,  B.A.  (Oxon),  of  Lincoln's  Inn,  Barrister-at-Law.  In  demy  8vo,  cloth 
gilt,  112  pp .  .  .  .  Net  3/6 

THE  TRANSFER  OF  STOCKS,  SHARES,  AND  OTHER  MARKETABLE  SECURI- 
TIES. By  E.  D.  HEAD,  B.A.  In  demy  8vo,  cloth  gilt,  216  pp.  .  .  Net  10/6 

DEBENTURES.  A  Handbook  for  Limited  Company  Officials,  Investors,  and  Business 
Men.  By  F.  SHEWELL  COOPER,  M.A.,  Barrister-at-Law.  In  demy  8vo,  cloth 
gilt  1 52  pp.  ...........  Net  6/- 

WHAT  IS  THE  VALUE  OF  A  SHARE  ?  By  D.  W.  ROSSITER.  In  demy  8vo,  limp 

cloth,  20  pp Net  2/6 

HOW  TO  TAKE  MINUTES.  Edited  by  E.  MARTIN,  F.C.I.S.  Second  Edition, 

Enlarged  and  Revised.  In  demy  8vo,  cloth,  126  pp.  ....  Net  2/6 

DICTIONARY  OF  SECRETARIAL  LAW  AND  PRACTICE.  A  comprehensive  Ency- 
clopaedia of  information  and  direction  on  all  matters  connected  with  the  work  of 
a  Company  Secretary.  Fully  illustrated  with  the  necessary  forms  and  documents. 
With  sections  on  special  branches  of  Secretarial  Work.  With  contributions  by 
nearly  40  eminent  authorities.  Edited  by  PHILIP  TOVEY,  F.C.I.S.  In  one  vol., 
half  leather  gilt,  ion  pp.  Third  Edition,  Revised  and  Enlarged  .  .  Net  4g/- 


INCOME  TAX 

PRACTICAL  INCOME  TAX.     A  Guide  to  the  Preparation  of  Income  Tax  Returns. 

By  W.  E.  SWELLING.     In  crown  8vo.  cloth.  136  pp.          .                     .               Net  3/8 
INCOME  TAX  AND  SUPER  TAX  PRACTICE.     By  W.  E.  SWELLING.     Fourth  Edition. 

In  demy  Svo,  cloth  gilt.  195pp.    ........     Net  12/6 

SUPEK  TAX  TABLES.     By  G.  O.  PARSONS.     Demy  8vo           .         .         .         .     Net  17- 

THE  "  ABACUS  "  INCOME  TAX  TABLES.    By  E.  J.  HAMMOND,  A.C.T.S..  A.L.A.A. 

In  crown  4to        ........                            .     Net  27- 

THE  CORPORATION  PROFITS  TAX.    By  P.  D.  LEAKE.    In  crown  8vo  .         .    Net  l/- 

TAXATION  ANNUAL.     By  W.  E.  SNELLING.     IndemySvo.     Cloth  gilt,    190pp.    Net  10/6 

INDUSTRIAL  ADMINISTRATION 

THE  PSYCHOLOGY  OF  MANAGEMENT.    By  L.  M.  GILBRETH.     In  demy  8vo,  doth, 

EMPLOYMENT  'MANAGEMENT.'    Compiled'  and 'Edited  by  DANIEL  BLOOMFIB?*       7/8 

In  demy  8vo,  cloth,  507  pp.    .........     Net       8/8 

PROBLEMS  OF  LABOUR.  Compiled  and  Edited  by  DANIEL  BLOOMFIELD.  In  demy 

8vo,  cloth,  434  pp Net  8/6 

LECTURES  ON  INDUSTRIAL  ADMINISTRATION.  Edited  by  B.  Muscio,  M.A. 

In  crown  8vo.  cloth,  276  pp.   .........     Net       6/- 

INDUSTRIAL  CONTROL  (Appliel  to  Manufacture).  By  F.  M.  LAWSON,  A.M.I.C.E., 

A.M.I.Mech.E.  In  demy  8vo,  doth,  130  pp Net  8/6 

COMMON  SENSE  AND  LABOUR.  By  S.  CROWTHER.  In  crown  8vo,  284  pp., 

cloth  Net  8/6 

CURRENT  SOCIAL  AND  INDUSTRIAL  FORCES.  Edited  by  L.  D.  Ems.  In  demy 

8vo  cloth,  394  pp.' Net  12/6 

OUTLINES  OF  INDUSTRIAL  ADMINISTRATION.  By  R.  O.  HERFORD,  H.  T.  HILDAGE 

and  H.  G.  JENKINS.  In  demy  8vo,  doth Net  6/- 

MODERN  INDUSTRIAL  MOVEMENTS.  Edited  by  D.  BLOOMFIELD.  In  demy  8vo, 

doth,  380  pp Net  10/6 

MANAGEMENT.  By  J.  LEE.  In  crown  8vo,  doth Net  5/- 

BUSINESS  ORGANIZATION  AND  MANAGEMENT 

OFFICE    ORGANIZATION    AND    MANAGEMENT,    INCLUDING    SECRETARIAL 

WORK.     By   LAWRENCE    R.   DICKSEE,   M.Com.,  F.C.A.,  and  H.    E.    BLAIN. 

Fourth  Edition,  Revised.  In  demy  8vo,  cloth  gilt,  314  pp.  .  .  .  Jfrt  7/6 
MUNICIPAL  OFFICE  ORGANIZATION  AND  MANAGEMENT.  Edited  by  W. 

BATESON,  A.C.A.,  F.S.A.A.     In  crown  4to,  half  leather  gilt,  with  250  forms, 

diagrams,  etc.,  503  pp. Net  25/- 

COUNTINGr-HOUSE  AND  FACTORY  ORGANIZATION.  By  J.  GILMOUR  WILLIAMSON. 

In  demy  8vo,  cloth  gilt,  182  pp Net  7/6 

SOLICITORS'  OFFICE  ORGANIZATION,  MANAGEMENT.  AND  ACCOUNTS.  By 

E.  A.  COPE  and   H.  W.  H.  ROBINS.      In  demy  8vo,  cloth  gilt,  176  pp.,  with 

numerous  forms  ....  . Net  6/- 

COLLIERY  OFFICE  ORGANIZATION  AND  ACCOUNTS.  By  J.  W.  INNBS,  F.C.A., 

and  T.  COLIN  CAMPBELL,  F.C.I.  In  demy  8vo,  cloth  gilt,  135  pp  .  .  Net  7/8 
CLUBS  AND  THEIR  MANAGEMENT.  By  FRANCIS  W.  PIXLEY,  F.C.A.  Of  tin 

MiddU  TempU,  Barrister-at-Law.  In  demy  8vo,  cloth  gilt,  240  pp.  .  .  Net  7/fl 
DRAPERY  BUSINESS  ORGANIZATION,  MANAGEMENT  AND  ACCOUNTS.  By 

T.  ERNEST  BAYLEY.  In  demy  8vo,  cloth  gilt,  302  pp.  ....  Net  7/6 
GROCERY  BUSINESS  ORGANIZATION  AND  MANAGEMENT.  By  C.  L,  T. 

BEECH  ING     and     J.     ARTHUR     SMART.      Second     Edition.      In     demy     8vo, 

doth,  1 60  pp.      ...........     Net       8/- 

INDUSTRIAL  TRAFFIC  MANAGEMENT.  By  GEO.  B.  LISSENDEN.  With  a 

Foreword  by  LORD  LEVERHULME.     Second  Edition.     In  demy  8vo,  doth  gilt, 

SmP?raGP  ORGANIZATION,  MANAGEMENT  AND  ACCOUNTS.    '(See  p.  7.) '     ^     ***~ 
INSURANCE  OFFICE  ORGANIZATION,  MANAGEMENT  AND  ACCOUNTS.  (See  p.  7.) 
BANE  ORGANIZATION  AND  MANAGEMENT.     (See  p.  6.) 

THE  CARD  INDEX  SYSTEM.     In  crown  8vo,  100  pp Net       2/8 

FILING    SYSTEMS.    By  E.  A.  COPE.    In   crown  8vo,  doth  gilt,  200  pp.      Net       3/6 
A  HAWJAL  OF  DUPLICATING  METHODS.     By  W.  DESBOROUGH.    In  demy  8vo, 

doth,  90  PP Net      a/- 

ADVERTISING  AND  SALESMANSHIP 

ADVERTISING.    By  HOWARD  BRTDGEWATER.     In  crown  8vo,  cloth,  100  pp.  .     Net       g/6 
ADS.  AND  SALES.   By  HERBERT  N.  CASSON.   In  demy  8vo,  doth,  167  pp.    .     Hot       8/6 


ADVERTISING  AS  A  BUSINESS  FORCE.    By  P.  T.  CHERIKOTOK.     In  demy  8vo, 

cloth  gilt,  586  pp Net  10/8 

THE  NEW  BUSINESS.  By  HARRY  TIPPER.  In  demy  8vo,  cloth  gilt,  406  pp.  Net  8/8 
THE  CRAFT  OF  SILENT  SALESMANSHIP.  A  Guide  to  Advertisement  Construction. 

By  C.  MAXWELL  TREGURTHA  and  J.  W.  FRINGS.     Foreword  by  T.  SWINBORNB 

SHELDRAKE.  Size,  6$  in.  by  9$  in.,  cloth,  98  pp.,  with  illustrations  .  Nei  fi/- 
THE  PSYCHOLOGY  OF  ADVERTISING  IN  THEORY  AND  PRACTICE.  By  W.  DILL 

Scon,  Ph.D.  In  large  crown  8vo,  cioth,  with  128  illustrations,  522  pp.  .  Net  12/6 
THE  MANUAL  OF  SUCCESSFUL  STOREKEEPING.  By  W.  K.  HOTCHKIN.  In 

demy  8vo,  cloth,  298  pp Net  8/6 

SALESMANSHIP.  By  W.  A.  CORBION  and  G.  E.  GRIMSDALE.  In  crown  8vo,  cloth, 

i86pp Net  3/6 

PRACTICAL  SALESMANSHIP.  By  N.  C.  FOWLER,  assisted  by  39  expert  Salesmen, 

etc.  In  crown  8vo,  cloth,  337  pp. Net  7/8 

COMMERCIAL  TRAVELLING.  By  ALBERT  E.  BOLL.  In  crown  8vo,  cloth  gilt, 

170  pp Net  3/6 

MODERN  PUBLICITY.  By  A.  W.  DEAN.  In  crown  8vo,  cloth,  77  pp.  .  .  Net  2/6 
MAIL  ORDER  BUSINESS,  CONDUCTING  A.  By  A  .  E.  BULL.  In  crown  8vo,  cloth, 

106  pp Net      2/- 


BUSINESS  HANDBOOKS  AND  WORKS  OF 
REFERENCE 

BUSINESS  MAN'S  ENCYCLOPAEDIA  AND  DICTIONARY  OF  COMMERCE.  Edited 
by  J.  A.  SLATER,  B.A.,  LL.B.  (Lond.).  Assisted  by  about  50  specialists  as  con- 
tributors. A  reliable  and  comprehensive  work  of  reference  on  all  commercial 


subjects,  specially  written  for  the  busy  merchant,  the  commercial  student,  and  the 
modern  man  of  affairs.  With  numerous  maps,  illustrations,  facsimile  business 
forms  and  legal  documents,  diagrams,  etc.  In  4  vols.,  large  crown  4to  (each 


man  of  affairs.     With  numerous  maps,  illustrations,  facsimile  business 
nd  legal  documents,  diagram 

about  450  pp.),  cloth  gilt.   £4  4s.  net. 
BUSINESS  MAN'S  GUDDE.    Edited  by  J.  A.  SLATER,  B.A.,  LL.B.   Seventh  Edition, 

Revised.     In  crown  8vo,  cloth,  520  pp  ........      Net       8/- 

COMMERCIAL  ARBITRATIONS.   By  E.  J.  PARRY,  B.Sc.,  F.I.C.,  F.C.S.     In  crown 

8vo,  cloth  eilt,  105  pp.  .........     Nat       3/8 

MOTOR  ROAD  TRANSPORT  FOR  COMMERCIAL  PURPOSES.    By  J.  PHILLIMORE. 

In  demy  8vo,  cloth,  216  pp.     .........     Net     12/6 

THE  MONEY  AND  THE  STOCK  AND   SHARE  MARKETS.    By  EMIL  DAVIES. 

In  crown  8vo,  cloth,  124  pp.  ........     Net       2/6 

THE  INVESTOR'S  MANUAL.     By  W.  W.   WALL,  F.S.S.,  FJ.I.     In  crown  8vo, 

cloth,  122  pp  ............     Net       3'8 

THE  HISTORY,  LAW,  AND  PRACTICE  OF  THE  STOCK  EXCHANGE.     By  A.  P. 

POLEY,  B.A.,   Barristcr-at-Law,  and  F.  H.  CARRUTHERS  GOULD,  of  the  Stock 

Exchange.     Third  Edition,  Revised.      In  demy  8vo,  cloth  gilt,  348  pp.  .     Net       7/6 
DICTIONARY  OF  THE  WORLD'S  COMMERCIAL  PRODUCTS.     By  J.  A.  SLATER, 

B.A.,  LL.B.  (Lond.).     Second  Edition.     In  demy  8vo,  cloth,  170  pp.         .     Net      3/8 
COMMODITffiS  OF  COMMERCE.     By  J.  A.  SLATER,  B.A.;  LL.B.     In  demy  8vo, 

cloth,  160  pp  ...........  '      .     Net       6/- 

DISCOUNT,  COMMISSION,  AND  BROKERAGE  TABLES.    By  ERNEST  HEAVINGHAM. 

Size  3  in.  by  4$  in.,  cloth,  160  pp.  ........     Net        1/6 

BUSDfESS  TERMS,  PHRASES,  AND  ABBREVIATIONS.    Fourth  Edition,  Revised 

and  Enlarged.     In  crown  8vo,  cloth,  280  pp.        .....     Net       3/6 

MERCANTDLE   TERMS   AND   ABBREVIATIONS.      Containing  over   1,000   terms 

and  500  abbreviations  used  in  commerce,  with  definitions.     Size  3  in.  by  4$  in., 

cloth,  126  pp  ............     Net       1/8 

A  COMPLETE  GUIDE  TO  THE  IMPROVEMENT  OF  THE  MEMORY.     By  the  late 

Rev.  J.  H.  BACON.     In  foolscap  8vo,  cloth,  118  pp.          ....     Net       1/8 
TRADER'S  HANDBOOKS.     In  crown  8vo,  cloth,  260  pp.  .        .     Each  Net       3/6 

Drapery  and  Drapers'  Accounts.    By  RICHARD  BEYNOH. 

Ironmongery  and  Ironmongers'  Accounts.    By  S.  W.  FRANCIS. 


COMMON  COMMODITIES  OF  COMMERCE 
AND  INDUSTRIES 

In  each  of  the  handbooks  in  this  series  a  particular  product  or  industry  is  treated  by  an 
expert  writer  and  practical  man  of  business.  Beginning  with  the  life  history  of  the  plant, 
or  other  natural  product,  he  follows  its  development  until  it  becomes  a  commercial  commodity, 
and  so  on  through  the  various  phases  of  its  sale  in  the  market  and  its  purchase  by  the 

consumer. 
Each  book  in  crown  8vo,  with  many  illustrations,  3s.  net. 


TEA 

COFFEE 

SUGAR 

OILS 

WHEAT 


IRON  AND  STEEL 

COPPER 

COAL 

TIMBER 

LEATHER 

COTTON 

SILK 

WOOL 

LINEN 

TOBACCO 

CLAYS  AND  CLAY 

PRODUCTS 
PAPEK 
SOAP 
GLASS   AND  GLASS 

MAKING 

GUMS  AND  RESINS 
THE  BOOT  AND  SHOE 

INDUSTRY 


THE  MOTOR  INDUSTRY 

CLOTHING  INDUSTRY 

ICE  AND  COLD  STORAGE 

ELECTRIC   LAMP 
INDUSTRY 

TELEGRAPHY,   TELE- 
PHONY AND  WDXELESS 

GAS  AND  GAS  MAKING 

FURNITURE 

COAL  TAR 

PETROLEUM 

SALT  AND  THE  SALT 
INDUSTRY 

KNITTED  FABRICS 

ZINC 

CORDAGE  AND  CORDAGE 
HEMP  AND  FIBRES 

CARPETS 

ASBESTOS 

PHOTOGRAPHY 

ACIDS  AND  ALKALIS 

SILVER 

GOLD 

PAINTS  AND  VARNISHES 

ELECTRICITY 


ALUMINIUM     

BUTTER  AND  CHEESE 

BRITISH  CORN  TRADE 

ENGRAVING 

LEAD 

STONES  AND  QUARRLES 

EXPLOSIVES 

PERFUMERY 

GLOVES  AND  THE  GLOVE 

TRADE 
JUTE 

THE  FILM  INDUSTRY 
THE  CYCLE  INDUSTRY 
DRUGS  IN  COMMERCE 
COTTON  SPINNING 
SULPHUR 
IRONFOUNDING 
TEXTILE  BLEACHING 
THE  PLAYER  PIANO 
ALCOHOL  IN  COMMERCE 
WINE     AND     THE    WINE 

TRADE 
CONCRETE  AND 

REINFORCED  CONCRETE 


LAW 


THE  ELEMENTS  OF  COMMERCIAL  LAW.    By  A.  H.  DOUGLAS,  LL.B.  (Lond.). 

In  crown  8vo,  cloth,  128  pp.  .........     Net       2/6 

THE  COMMERCIAL  LAW  OF  ENGLAND.  By  J.  A.  SLATER,  B.A.,  LL.B.  (Lond.). 

In  crown  8vo,  cloth,  252  pp.  Seventh  Edition Net  3/6 

THE  LAW  OF  CONTRACT.  By  R.  W.  HOLLAND,  M.A.,  M.Sc.,  LJLD.,  of  tht  Middl* 

Temple,  Banister-at-Lcw.  In  demy  8vo,  cloth,  120  pp.  .  .  .  Net  5/- 

EXAMINATION  NOTES  ON  COMMERCIAL  LAW.  By  R.  W.  HOLLAND,  O.B.E., 

M.A.,  M.Sc.,  LL.D.  Cloth,  6J  in.  by  3$  in.,  56  pp Net  2/6 

ELEMENTARY  LAW.  By  E.  A.  COPE.  In  crown  8vo,  cloth,  228  pp.  .  .  Net  5/- 
LEGAL  TERMS,  PHRASES,  AND  ABBREVIATIONS.  By  E.  A.  COPE.  Third 

Edition.     In  crown  8vo.  clotb,  216  pp.  .......     Net       3/- 

SOLICITOR'S  CLERK'S  GUDDE.  By  the  same  Author.  In  crown  8vo,  cloth 

gilt.  216  pp.        ...........     Net      4/~ 

THE  LEGAL  ASPECT  OF  COMMERCE.  By  A.  SCHOLFIELD,  M.Com.,  A.C.I.S.  In 

demy  8vo,  cloth  gilt,  253pp.  . Net  7/6 

WILLS,  'EXECUTORS,  AND  TRUSTEES.  With  a  Chapter  on  Intestacy.  By 

J.  A.  SLATER,  B.A.,  LL.B.  (Lond.).  In  foolscap  8vo,  cloth,  122  pp.  .  Net  2/6 
THE  LAW  RELATING  TO  TRADE  CUSTOMS,  MARKS,  SECRETS,  RESTRAINTS, 

AGENCIES,    etc.,    etc.     By    LAWRENCE    DUCKWORTH,     Barrister-at- Law.     In 

foolscap  8vo,  cloth,  116  pp.  ........     Net       1/3 

MERCANTILE  LAW.  By  J.  A.  SLATER,  B.A.,  LL.B.  (Lond.).  In  demy  8vo,  cloth 

gilt,  464  pp.     Fourth  Edition         ........    Net        7/8 

BILLS,  CHEQUES,  AND  NOTES.  By  J.  A.  SLATER,  B.A.,  LLJB.  Third  Edition. 

In  drmy  8vo,  cloth  gilt,  214  PP Net  6/- 

PRINCD7LES  OF  MARINE  LAW.  By  LAWRENCE  DUCKWORTH.  Third  Edition, 

Revised  and  Enlarged.  In  demy  8vo.  doth  gilt.  400  pp.  ...  Net  10/6 
PARTNERSHIP  LAW  AND  ACCOUNTS  By  R.  W.  HOLLAND,  O.B.E.,  M.A.,  M.Sc., 

LL.D.  In  demy  8vo,  159  PP Net  6/- 

OUTLINES  OF  COMPANY  LAW.  By  F.  D.  HEAD,  B.A,  (Oxon.).  in  demy  8vo, 

cloth,  too  pp Net  2/6 

GUIDE  TO  COMPANY  LAW.  By  R.  W.  HOLLAND,  O.B.E.,  M.A.,  M.Sc.,  LL.D.  In 

crown  8vo,  cloth  gilt,  203  pp. Net      3/6 
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EXAMINATION  NOTES  ON  COMPANY  LAW.  By  R.  W.  HOLLAND,  O.B.E.,  M.A., 

M.Sc.,  LL.D.  Cloth,  size  6J  X  3*.  74  PP Net  2/6 

COMPANIES  AND  COMPANY  LAW.  Together  with  the  Companies  (Consolidation) 
Act,  1908,  and  the  Act  of  1913.  By  A.  C.  CONNELL,  LL.B.  (Lond.).  Second 
Edition,  Revised.  In  demy  8vo,  cloth  gilt,  348  pp.  ....  Net  8/- 

OOMP ANY  CASE  LAW.  A  digest  of  leading  decisions.  By  F.  D.  HEAD,  B.A.  (Oxon.). 

In  demy  8vo,  cloth  gilt,  314  pp Net  7/6 

GUIDE  TO  RAILWAY  LAW.  By  ARTHUR  E.  CHAPMAN,  M.A.,  LL.D.  (Camb.) 

Second  Edition.  In  crown  8vo,  cloth  gilt,  239  pp Net  7/6 

RAILWAY  (REBATES)  CASE  LAW.  By  GEO.  B.  LISSENDEN.  In  demy  8vo, 

cloth  gilt,  450  pp Net  10/6 

THE  LAW  RELATING  TO  SECRET  COMMISSIONS  AND  BRD3ES  (CHRISTMAS 
BOXES,  GRATUITIES,  TIPS,  etc.).  By  ALBERT  CREW,  Barrister-at-  Law.  With 
American  Notes  by  MORTEN  Q.  MACDONALD,  LL.B.  In  demy  8vo,  doth  gilt, 
252  pp Net  10/6 

INHABITED  HOUSE  DUTY.  By  W.  E.  SNELLING.  In  demy  8vo,  cloth  gilt,  357  pp. 

Net  12/6 

THE  LAW  RELATING  TO  THE  CARRIAGE  BY  LAND  OP  PASSENGERS, 
ANIMALS,  AND  GOODS.  By  S.  W.  CLARKE,  of  the  Middle  Temple,  Barrister- 
al-Law.  In  demy  8vo,  cloth  gilt,  350  pp.  ......  Net  7/8 

GUDDE  TO  BANKRUPTCY  LAW  AND  WINDING  UP  OP  COMPAND2S.  By 
F.  PORTER  FAUSSET,  B.A.,  LL.B.,  Barrtster-ai-  Law.  In  crown  8vo,  cloth 
gilt,  252  pp Net  3/6 

BANKRUPTCY,  DEEDS  OP  ARRANGEMENT  AND  BILLS  OP  SALE.  By  W. 
VALENTINE  BALL,  M.A.,  Barrister -at- Law.  Fourth  Edition,  Revised  and 
Enlarged.  In  demy  8vo,  cloth  gilt,  394  pp. Net  12/6 

GUIDE  TO  THE  LAW  OP  LICENSING.  The  Handbook  for  all  Licence  Holders. 

By  J.  WELLS  THATCHER.  In  demy  8vo,  cloth  gilt,  196  pp.  .  .  Net  5/- 

LAW  OF  REPADJS  AND  DILAPIDATIONS.  A  Handbook  for  Students  and  Prac- 
titioners. By  T.  CATO  WORSFOLD,  M.A.,  LL.D.  In  crown  8vo,  cloth  gilt, 
104  pp Net  3/8 

fHE  LAW  RELATING  TO  THE  CHILD  :  ITS  PROTECTION,  EDUCATION,  AND 
EMPLOYMENT.  By  R.  W.  HOLLAND,  O.B.E.,  M.A.,  M.Sc.,  LL.D.  In  demy 
8vo,  doth  gilt,  166  pp Net  6h 

FOREIGN  LANGUAGES 

FRENCH 

FRENCH  COURSE.    Part  L    In  crown  8vo,  120  pp.,  limp  cloth          .         .     Net       1/6 

PROGRESSIVE  FRENCH  GRAMMAR,     By  Dr.  F.  A.  HEDGCOCK,  M.A.         .     Net       5/6 

(Also  in  2  vols. :  Part  I,  3/8  net ;  Part  H  3/-  net) 

Key Net  3/8 

EASY  FRENCH  CONVERSATIONAL  SENTENCES.  In  crown  8vo,  32  pp.  .  Net  6d. 
ADVANCED  FRENCH  CONVERSATIONAL  EXERCISES.  In  crown  8vo,  32  pp.  Net  8d. 
TOURISTS'  VADE  MECUM  OF  FRENCH  COLLOQUIAL  CONVERSATION.  Handy 

size  for  the  pocket,  cloth        .........     Net       1/6 

FRENCH  VOCABULARIES  AND  IDIOMATIC  PHRASES.  By  E.  J.  KEALEY,  B.A. 

In  crown  8vo,  151  PP Net  2/6 

GRADUATED  LESSONS  IN  COMMERCIAL  FRENCH.  By  F.  MARSDEN.  In  crown 

8vo,  cloth,  159  pp.        ..........    Net       2/6 

FRENCH-ENGLISH  AND  ENGLISH-FRENCH  COMMERCIAL  DICTIONARY.  By 

F.  W.  SMITH.  In  crown  8vo,  cloth,  576  pp Net  10/6 

COMMERCIAL  FRENCH  GRAMMAR.  By  F.  W.  M.  DRAPER,  M.A.,  B.  es  L.  In 

crown  8vo,  cloth  gilt,  166  pp.          ........     Net       2/8 

RAPID  METHOD  OF  SIMPLIFIED  FRENCH  CONVERSATION.  By  V.  F. 

HIBBERT>.     In  crown  8vo,  cloth,  192  pp.        ......    Net        3/6 

GRADUATED  FRENCH-ENGLISH  COMMERCIAL  CORRESPONDENCE.  By 

MAURICE  DENE  VE.  In  crown  8vo,  160  pp Net  2/6 

FRENCH  BUSINESS  LETTERS.  First  Series.  In  crown  4to,  32  pp.  .  .  Net  9d. 
FRENCH  BUSINESS  LETTERS.  By  A.  H.  BERNAARDT.  Second  Series.  In 

crown  Svo,  48  pp Net       9d. 
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COMMERCIAL  CORRESPONDENCE  IN  FRENCH.  In  crown  8vo,  cloth,  340  pp.  Net  3/8 
MERCANTILE  CORRESPONDENCE.  English-French.  In  crown  8vo,  cloth  250  pp.  Net  3/6 
MODELS  AND  EXERCISES  IN  COMMERCIAL  FRENCH.  By  E.  T.  GRIFFITHS,  M.A. 

In  crown  8vo,  cloth,  180  pp.  .......  Net       2/6 

FRENCH  COMMERCIAL  PHRASES  AND  ABBREVIATIONS  WITH  TRANSLATION. 

In  crown  8vo,  32  pp Net  8d. 

FRENCH  BUSINESS  CONVERSATIONS  AND  INTERVIEWS.  In  crown  8vo,  80  pp., 

limp  cloth     ............        Net       27- 

READINGS  IN  COMMERCIAL  FRENCH.  With  Notes  and  Translations  in  English. 

In  crown  8vo,  cloth,  90  pp.  ........     Net       I/— 

FRENCH  COMMERCIAL  READER.  In  crown  8vo,  cloth,  208  pp.  .  .  Net  3/6 
ENGLISH-FRENCH  AND  FRENCH-ENGLISH  DICTIONARY  OF  BUSINESS  WORDS 

AND  TERMS.  Size  2  in.  by  6  in.,  cloth,  rounded  corners,  540  pp.  .  .  Net  5/- 
FRENCH  FOUNDATION  BOOK  OF  VERBS,  ACCLDENCE,  AND  SYNTAX.  By  F.  A. 

HEDGCOCK,  M.A.     In  crown  8vo,  90  pp.  ....  .     Net       17- 

VEST  POCKET  LIST  OF  ENDINGS  OF  FRENCH  REGULAR  AND  AUXDLIARY 

VERBS.     With  Notes  on  the  Participles  and  the  Infinitive.     Size  2*  in.  by  i  J  in. 

48  PP Net       2i 


GERMAN 

GERMAN    COURSE.     Part  L     9d.  net.     Cloth  .     Net       l/- 

A  NEW  GERMAN  GRAMMAR.    By  JOHN  KEEGAN,  M.A.    In  crown  8vo,  cloth, 

PRA2CT1CAL  GERMAN  GRAMMAR.  In  crown  8vo,  102'??.  •  *  *  •  cloth  2/6 
EASY  LESSONS  IN  GERMAN.  By  J.  BITHELL,  M.A.  In  crown  8vo,  cloth, 

n6pp Net  2/- 

EASY  GERMAN  CONVERSATIONAL  SENTENCES.  In  crown  8vo,  32  pp.  .  Net  8d. 
ADVANCED  GERMAN  CONVERSATIONAL  EXERCISES.  In  crown  8vo,  32  pp.  Net  6d. 
TOURISTS'  VADE  MECUM  OF  GERMAN  COLLOQUIAL  CONVERSATION.  In 

crown  8vo,  cloth Net  1/6 

EXAMINATION  NOTES  ON  GERMAN.  By  A.  HARGREAVES,  M^.,  Ph.D.  Cloth, 

6i  in  by  tf  in.,  56  pp Net  LJ- 

GERMAN  EXAMINATION  PAPERS  WITH  MODEL  ANSWERS.  In  crown  8vo, 

48  pp.         ............     Net       6d. 

COMMERCIAL  GERMAN  GRAMMAR.  By  J.  BITHELL,  M.A.  In  crown  8vo,  cloth 

Kilt,  182  pp.  .  . Net  3/6 

GERMAN  BUSINESS  INTERVD2WS.  Nos.  1  and  2.  Each  in  crown  8vo,  limp  cloth. 

No.  i,  100  pp.  ;  No.  2,74  PP Net  1/6 

ELEMENTARY  GERMAN  CORRESPONDENCE.  By  LEWIS  MARSH,  M.A.  In 

crown  8vo,  cloth,  143  pp Net  3/6 

COMMERCIAL  CORRESPONDENCE  Df  GERMAN.  In  crown  8vo,  cloth,  240  pp.  Net  3/6 
MERCANTILE  CORRESPONDENCE.  English-German.  In  crown  8vo,  doth, 

250  pp.  .  .  •  .........  Net  5/- 

GERMAN  BUSINESS  LETTERS.  First  Series.  In  crown  8vo,  48  pp.  .  .  Net  6d. 
GERMAN  BUSINESS  LETTERS.  By  G.  ALBERS.  Second  Series.  In  crown  8vo, 

48  pp Net  6d. 

GRADUATED  GERMAN-ENGLISH  COMMERCIAL  CORRESPONDENCE.  In  crown 

8vo,  cloth Net  3/8 

GERMAN  COMMERCIAL  PHRASES.  In  crown  8vo,  32  pp Net  8d. 

GERMAN  COMMERCIAL  READER.  In  crown  8vo,  cloth,  208  pp.  .  .  Net  8/- 
READKGS  IN  COMMERCIAL  GERMAN.  With  Notes  and  Translations  in  English. 

In  crown  8vo,  cloth,  90  pp.  ........     Net       Lj- 

ENGLISH-GERMAN  AND  GERMAN-ENGLISH  DICTIONARY  OF  BUSINESS  WORDS 

AND  TERMS.     Size  2  in.  by  6  in.,  rounded  corners,  cloth,  440  pp.     .         .     Net       5/- 


SPANISH 

EASY  SPANISH  CONVERSATIONAL  SENTENCES.  In  crown  8vo,  32  pp.  „.  Net  6d. 
ADVANCED  SPANISH  CONVERSATIONAL  EXERCISES.  In  crown  8vo,  32  pp.  Net  6d. 
TOURISTS'  VADE  MECUM  OF  SPANISH  COLLOQUIAL  CONVERSATION. 

Cloth Net  1/6 

EXAMINATION  NOTES  ON  SPANISH.  By  ALFRED  CALVERT.  Cloth,  6Jin.  by 

3i  in.,  56  pp Net  U- 

COMMERCIAL  SPANISH  GRAMMAR.  By  C.  A.  TOLKDANO.  In  crown  8vo,  doth 

""•'50PP sw  :  £  £ 
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SPANISH  VERBS,  Regular  and  Irregular.    By  G.  R.  MACDOWA&D.    In  crown  8vo, 

cloth,  180  pp.      .          •         •         ........     Net       2/8 

COMMERCIAL  CORRESPONDENCE  IN  SPANISH.  In  crown  8vo,  cloth,  240  pp.  Net  8/tf 
MANUAL  OF  SPANISH  COMMERCIAL  CORRESPONDENCE.  By  G.  K. 

MACDONALD.  In  crown  8vo,  cloth  gilt,  328  pp Net  4/8 

LESSONS  IN  SPANISH  COMMERCIAL  CORRESPONDENCE.  By  the  same  Author. 

In  crown  8vo,  cloth,  107  pp Net  2/- 

SPANISH  COMMERCIAL  READER.  By  G.  R.  MACDONALD.  In  crown  8vo,  cloth, 

178  pp Net  3/8 

READINGS  IN  COMMERCIAL  SPANISH.  With  Notes  and  Translations  in  English. 

In  crown  8vo,  cloth,  go  pp.    .........     Net       1/6 

SPANISH  BUSINESS  LETTERS.  First  Series.  In  crown  8vo,  32  pp.  .  .  Net  6d. 
SPANISH  BUSINESS  LETTERS.  By  E.  MCCONNELL.  Second  Series.  In  crown  8vo, 

48  pp Net  6d. 

SPANISH  COMMERCIAL  PHRASES.  With  Abbreviations  and  Translation.  In 

crown  8vo,  32  pp.          .....          .          ....     Net       8d. 

SPANISH  BUSINESS  CONVERSATIONS  AND  INTERVIEWS.  With  Correspondence, 

Invoices,  etc.  In  crown  8vo,  limp  cloth,  114  pp  .  .  .  .  Net  2/- 

SPANISH-ENGLISH  AND  ENGLISH-SPANISH  COMMERCIAL  DICTIONARY.  By 

G.  R.  MACDONALD.  In  crown  8vo,  cloth  gilt,  833  pp Net  15/- 

COMMERCLfLL  AND  TECHMCAL  TERMS  IN  ENGLISH  AND  SPANISH.  By  R.  D. 

MONTEVERDE,  B.A.     In  crown  8vo,        .......     Net       3/8 

SPANISH  IDIOMS,  with  their  English  Equivalents.  By  the  same  Author.  In  crown 

8vo Net       3/- 

ITALIAN 

TOURISTS'     VADE     MECUM    OF    ITALIAN     COLLOQUIAL     CONVERSATION. 

Cloth Net  1/8 

COMMERCIAL  ITALIAN  GRAMMAR.  By  LUIGI  RICCI.  In  crown  8vo,  cloth  gilt, 

154  pp Net  4/- 

MERCANTILE  CORRESPONDENCE.  English-Italian.  In  crown  8vo,  cloth, 

250  pp.  .  . Net  5/- 

ETALIAN  BUSINESS  LETTERS.  By  A.  VALGIMIGLI.  In  crown  8vo,  48  pp.  .  Net  8d. 
BARETTTS  DICTIONARY  OF  THE  ITALIAN  AND  ENGLISH  LANGUAGES.  By 

J.  DAVENPORT  and  G.  COMELATI.    Two  volumes.   In  demy  8vo,  cloth  gilt,  about 

1500  pp. Net     25/- 

MISCELLANEOUS 

PRACTICAL  PORTUGUESE  GRAMMAR,    By  C.  A.  and  A.  TOLEDANO.    In  crown 

8vo,  cloth,  330  pp Net      7/6 

MERCANTILE    CORRESPONDENCE.    English-Portuguese.    In   crown    8vo,   cloth, 

250  pp Net      3/8 

LESSONS    IN    PORTUGUESE    COMMERCIAL    CORRESPONDENCE.     By  G.   R. 

MACDONALD.     In  crown  8vo,  cloth,  108  pp.     ......     Net       2/8 

A  NEW  DICTIONARY  OF  THE  PORTUGUESE  AND  ENGLISH  LANGUAGES.  Based 
on  a  manuscript  of  Julius  Cornet,  by  H.  MICHAELIS.  In  two  parts,  demy  8vo, 

doth  gilt,  1478  pp Each,  Net     21/- 

Abridsed  Edition,  783  PP-  (two  parts  in  one  volume)          .         .         .         .Net     26/- 

DICTIONARY  OF  COMMERCIAL  CORRESPONDENCE  IN  ENGLISH,  FRENCH, 
GERMAN,  SPANISH,  ITALIAN,  PORTUGUESE,  AND  RUSSIAN.  Third 
Revised  Edition.  In  demy  8vo,  cloth,  718  pp Net  12/8 

THE    FOREIGN    CORRESPONDENT.    By  EMIL  DAVIES.      In    crown    8vo,    cloth, 

80  pp.          . "       . Net       UQ 

COMMERCIAL  TERMS  IN  FTVE  LANGUAGES.  Being  about  1,900  terms  and  phrases 
used  in  commerce,  with  their  equivalents  in  French,  German,  Spanish,  and 
Italian.  Size  3  in.  by  4}  in.,  cloth,  118  pp.  ......  Net  2/- 

INTERNATIONAL  TECHNICAL  DICTIONARY  IN  ENGLISH,  ITALIAN,  FRENCH, 

AND  GERMAN.     By  E.  WEBBER.     In  foolscap  i6mo.,  921  pp.,  cloth        .     Net     15/- 

PITMAN'S  SHORTHAND 

All  books  are  in  foolscap  8vo  size  unless  otherwise  stated. 

INSTRUCTION  BOOKS 

Centenary  Editions. 
PITMAN 'S  SHORTHAND  TEACHER.    An  elementary  work  suited  for  self-instruction 

or  class  teaching  .         .         .         . 9d. 

KEY  TO  "PITMAN'S  SHORTHAND  TEACHES" 94 

13 


PITMAN'S  SHORTHAND  PRIMERS.    In  three  Books :  Elementary,  Intermediate, 

and  Advanced      ........  Each,  9i.  Keys,  each       9cL 

PITMAN'S  SHORTHAND  READING  LESSONS.     Nos.  i,  2  and  3  .  .Each       8d. 

KEYS  TO  "  PITMAN'S  SHORTHAND  READING  LESSONS,"    No.  r  and  2       Each        4d. 

No    "*  *M 

PITMAN'S  SHORTHAND  COPY  BOOKS.     Nos.  r,  2,  3,  and  4.     An  entirely  new 

series  covering  the  theory  of  the  system.     Foolscap  Ato  (8J  in.  by  6i  in.)      .  Each        6i 
PITMAN'S  SHORTHAND  DRILL  EXERCISES.     Oblong 

COMPEND  OF  PITMAN'S  SHORTHAND 2d, 

PITMAN 'S  SHORTHAND  INSTRUCTOR.     Complete  Instruction  in  the  System.  Cloth       5/- 

Key   2/-  •  cloth       2/6 

THE  CENTENARY  CHANGES  IN  PITMAN'S  SHORTHAND.     In  crown  8vo  .'         .        Id. 
SUMMARD2S    FROM     -PITMAN'S    SHORTHAND    INSTRUCTOR."    Size,    2$ in. 

by  4  in 43 

PITMAN'S  SHORTHAND  MANUAL.    Contains  instruction  in  the  Intermediate  Style, 

with  100  Exercises.     2/6     Cloth  3/- Key       9d. 

PITMAN 'S  SHORTHAND  GRADUS.     Writing  Exercises  in  ordinary  print  for  Manual       3d. 
PITMAN'S   SHORTHAND   REPORTER.     Containing  instruction  in  the  Advanced 

Style  :  with  52  Exercises.    2/6.   Cloth  3/-      ......     Key       9d. 

REPORTING  EXERCISES,     Exercises  on  all  the  rules  and  contracted  words.     In 

ordinary  print,  counted  for  dictation 6d. ;  Key       17- 

PITMAN'S  SHORTHAND  CATECHISM.     In  crown  8vo         .  Net       27- 

PITMAN'S  SHORTHAND  WRITING  EXERCISES  AND  EXAMINATION  TESTS.     In 

crown  8vo,  paper  boards.     2/6        ........     Key       3/6 

EXAMINATION  NOTES  ON  PITMAN 'S  SHORTHAND.     By  H.  W.  B.  WILSON.     8  in. 

by  3*  in.,  cloth     ........  27- 

GRADED  SHORTHAND  READINGS. 

Elementary,  with  Key.     Advanced  with  Key.     In  crown  8vo,  oblong   .         .  Each     lOi. 

Intermediate,  with  Key.     First  and  Second  Series      .  Each       3d. 

GRADUATED  TESTS  DJ  PITMAN 'S  SHORTHAND.     Illustrating  all  the  rales  ia  the 

Intermediate  Style.     In  note-book  form,  post  8vo  (6J  in.  by  4$  in.),  with  ruled 

paper  .  .         .         .        8d. 

PROGRESSIVE  STUDIES  IN  PITMAN'S  SHORTHAND 

TALKS  WITH  SHORTHAND  STUDENTS.     By  JAMES  HYNBS        .  2% 

CHATS  ABOUT  PITMAN'S  SHORTHAND.     By  GEORGE  BLETCHER  21- 

LECTURETTES  ON  PITMAN'S  SHORTHAND.     By  J.  HYNES      ....       1/8 
PITMAN'S  SHORTHAND  RAPID   COURSE.     A  Series  of  Twenty  Simple  Lessons 

covering  the  whole  of  the  system  and  specially  adapted  for  business  purposes.    In 

crown  8vo.    Cloth  3/-  ...     Key  2/6    With  Additional  Exercises      5/- 

PITMAN'S   SHORTHAND  RAPID  COURSE,  ADDITIONAL  EXERCISES  ON         .     lOd. 
READING  EXERCISES  ON  THE  RAPID  COURSE  (In  Shorthand),  crown  8vo,  62  pp.       I/- 
PITMAN'S   SHORTHAND    COMMERCIAL   COURSE.     Specially  adapted  for  com- 
mercial students.     Cloth  5/-  Key,  2/6  ;  Additional   Exercises       1/6 
PITMAN'S  EXERCISES  IN  BUSINESS  SHORTHAND.    By  A.  BENJAMIN,  I.P.S. 

(Hons.),  F.C.Sp.T. %- 

GBAMMALOGUES   AND   CONTRACTIONS 

GRAMMALOGUES  AND  CONTRACTIONS.  For  use  in  classes  3d 

VEST  POCKET  LIST  OF  GRAMMALOGUES  AND  CONTRACTIONS  OF  PITMAN'S 

SHORTHAND.  2j  in.  by  ij  in.,  limp  cloth M 

EXERCISES  ON  THE  GRAMMALOGUES  AND  CONTRACTIONS  OF  PITMAN'S 

SHORTHAND.     By  J.  F.  C.  GROW.     In  Shorthand,  with  Key.     In  crown  8vo, 

limp  doth  ...........  fid. 

HOW  TO  PRACTISE  AND  MEMORIZE  THE  GRAMMALOGUES  OF  PITMAN'S 

SHORTHAND.     Compiled  by  D.  J.  GEORGE.     Size  7}  in.  by  5  in.  .         .         .       6d 

SHORTHAND  PHRASE  BOOKS,  ETC. 

PHONOGRAPHIC  PHRASE  BOOK. 1/6;    doth       21- 

SHORTHAND  WRITERS'  PHRASE  BOOKS  AND  GUIDES.     Each  in  foolscap  8vo. 

Net      2/6 

Electrical  and  Engineering,  Railway,  Estate  Agents,  etc.,  Printing  and  Publishing, 
Insurance,  Banking,  Stockbroking  and  Financial.  Commercial,  Legal,  Municipal, 
Builders  and  Contractors,  Shipping,  Iron  and  Steel  Trades.  Civil  Engineering, 
Naval  and  Military,  Chemical  and  Drug,  Provision  Trade,  Drapery. 

MEDICAL  REPORTING  IN  PITMAN'S  SHORTHAND.  By  H.  DICKINSON.  With 
an  Introduction  and  Lists  of  Phraseograms,  Outlines,  and  Abbreviations.  In 
crown  8vo,  doth  ..........  3/3 

SHORTHAND    CLERK'S  GUIDE.   By  VINCENT  E.  COLUMGI,  A.C.I.S.  In  crown  8vo, 

cloth Net      2/6 
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SHORTHAND  DICTIONARIES 

PITMAN 'S  ENGLISH  AND  SHORTHAND  DICTIONARY.   In  crown  8yo,  cloth ,  850  pp.  10/- 

PITMAN'S  SHORTHAND  DICTIONARY.     Crown  8vo  (7$  in.  by  tf  in.),  378  pp.     Cloth  7/6 

PITMAN 'S  POCKET  SHORTHAND  DICTIONARY.  Royal  32mo  (3*  in.  by  4J  In.).  Cloth  2/6 

Leather 3/6 

PITMAN  'S  REPORTER'S  ASSISTANT.     In  crown  8vo,  cloth  6/- 

DICTATION   AND   SPEED  PRACTICE  BOOKS 

SPECIALISED  CORRESPONDENCE  BOOKS.    (1)  The  Chemical  Trade.    (2)  The 

Paper  Trade.  (3)  The  Building  Trade.  In  ordinary  print  .  .  .  Each  6d. 

STUDENT'S  PRACTICE  BOOK.  In  crown  8vo,  241  pp 2/- 

GRADUATED  DICTATION  BOOKS.  (New  Series)  .  .  No.  I.,  6d,  No.  II.,  8d. 

GRADUATED  COMMERCIAL  LETTERS  FOR  DICTATION.  8*  in.  by  6  in.  .  .  8d. 

REPORTING  PRACTICE.  In  crown  8vo,  cloth 3/6 

PROGRESSIVE  DICTATOR.  Third  Edition.  In  crown  8vo,  cloth  ...  2/6 

SHORTHAND  CANDIDATE'S  DICTATION  EXERCISES.  In  crown  8vo,  paper  .  2/- 

COMMERCIAL  DICTATION  AND  TYPEWRITING l/- 

SPEED  TESTS  AND  GUIDE  TO  RAPID  WRITING  IN  SHORTHAND.  In  crown  8vo  2/6 
FIVE  MINUTE  SPEED  TESTS.  With  Introduction  on  Acquisition  of  Speed  by 

P.P.JACKSON.  In  crown  8vo, 2/6 

CUMULATIVE  SPELLER  AND  SHORTHAND  VOCABULARY.  By  CHARLES  E.  SMITH. 

In  crown  8vo,  paper  boards 2/- 

POCKET  DICTATION  BOOKS,  Nos.  1,  2,  3,  and  4.  zi  in.  by  3 J  in.  .  .  Each  2d. 

SPEED  TRAINING  m  PITMAN 'S  SHORTHAND.  By  T.  F.  MARRINER  .  .  6d. 
ACQUISITION  OF  SPEED  DJ  SHORTHAND.  By  E.  A.  COPE.  In  ordinary  print. 

In  crown  8vo        ............  9d. 

BROWN'S  SHORT-CUTS  DJ  SHORTHAND.  By  GEORGB  BROWW,  F.I.P.S.  In 

crown  8vo.  .............  I/- 

STENOGRAPHIC  EXPERT.  By  W.  B.  BOTTOMS  and  W.  F.  SMART.  In  demy 


8vo,  cloth Net      7/6 

.    W ;  Key      l/- 
OFFICE   WORK  IN    SHORTHAND.     Specimens  of   Legal   and  other   Professional 


SHORTHAND  COMMERCIAL  LETTER-WRITER.     Advanced  Style 


Work  commonly  dictated  to  Shorthand  clerks,  in  the  Advanced  Style  1/6  ;  Key  10d. 

COMMERCIAL  CORRESPONDENCE  EN  SHORTHAND.  In  crown  8vo,  cloth  .  3/6 

BUSINESS  CORRESPONDENCE  IN  SHORTHAND.  In  the  Advanced  Style.  1/6 ;  Key  II- 

TRADE  CORRESPONDENCE  IN  SHORTHAND.  In  the  Advanced  Style.  1/3 ;  Key  17- 
MISCELLANEOUS  CORRESPONDENCE  IN  PITMAN'S  SHORTHAND.  First, 

Second,  Third,  and  Fourth  Series.   Advanced  Style,  with  Keys  in  ordinary  print. 

Each  in  crown  8vo,  oblong 1/6 

SHORTHAND  READING  BOOKS 

In  the  Elementary  Style. 

AESOP'S  FABLES 8d. 

EASY  READINGS.    With  Key gd. 

LEARNER'S  SHORTHAND  READER.    Illustrated. gd. 

STIRRING  TALES 3d. 

SHORT  STORIES      .         .         . 9d. 

PERILS  OF  THE  BUSH  AND  OTHER  STORD3S 9d. 

In  the  Intermediate  Style. 

PITMAN'S  PHONOGRAPHIC  READER,  No.  L     With  Key 8d. 

GULLIVER'S  VOYAGE  TO  LHJJPUT.     By  JONATHAN  SWIFT.    With  Key.    Cloth  21- 

SUBMARINE  X7  AND  OTHER  STORD3S.     Illustrated 1/6 

THE  VICAR  OF  WAKEFIELD.     By  OLIVER  GOLDSMITH.     Illustrated.   2/6  ;  Cloth  3/- 

TALES  AND  SKETCHES.     By  WASHINGTON  IRVING.     With  Key.  2/-;   Cloth  2/6 

TALES  OF  ADVENTURE.     By  various  Authors 1/6 

THE  RUNAWAY  AIRSHD?  AND  OTHER  STORIES. 1/9 

THE  SILVER  SHD?  OF  MEXICO.    An    abridgment    of    J.  H.  INGRAHAM'S   Story 

Cloth  2/6 

SELECT  READINGS No.  1,  8d.  No.  H  8d. 

THE  BOOK  OF  PSALMS.     Bible  Authorised  Version.     Cloth  gilt,  red  edges   .  3/6 

COMMERCIAL     READERS     IN     SHORTHAND.      (1)    Commercial    Institutions.  8d. 
(2)  Commodities.  (3)  Leaders  of  Commerce.   (4)  Gateways  o!  British  Commerce. 

Each  6d 
In  the  Advanced  Style. 

PHONOGRAPHIC  READER  H.    With  Key 8d 

A  CHRISTMAS  CAROL.    By  CHARJJSS  DICKENS 1/3;  doth  2/- 

IALES  FROM  DICKENS Cloth  2/6 
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THE  SIGN  OF  FOUR.     By  SIR  A.  CONAN  DOYLE.    Cl«tb 2/- 

THE  RETURN  OF  SHERLOCK  HOLMES.     Vols.  L  U  and  ffl.    Cloth        .          Each  2/6 

AROUND  THE  WORLD  IN  EIGHTY  DAYS.     By  JULES  VERNE  .         .  2/8 

SELF-CULTURE.     By  ].  S.  BLACKIE 1/6;   Cloth  21- 

SELECTIONS  FROM  AMERICAN  AUTHORS.     With  Key    .         .         .         .         .1/6 

THE  LEGEND  OF  SLEEPY  HOLLOW.     By  WASHINGTON  IRVING.     With  Key       .  9d. 

RD?  VAN  WLNKLE.  By  WASHINGTON  IRVING.  With  Key  .  .  .  .  8d. 
A  COURSE  IN  BUSINESS  TRAINING.  By  G.  K.  BUCKNALL,  A.C.I. S.  (Shorthand 

Edition),  288  pp 3/6 

SHORTHAND  TEACHERS'  BOOKS 

PITMAN'S  SHORTHAND  TEACHER'S  HANDBOOK.  In  crown  8vo,  cloth  .  2/8 

NOTES  OF  LESSONS  ON  PITMAN'S  SHORTHAND.  Size  8  in.  by  3*  in.,  cloth  .  2/6 
PREPARATION  FOR  A  SHORTHAND  TEACHER'S  EXAMINATION.  Size  Sin. 

by  3!  in.,  cloth     ............        1/8 

A  COMMENTARY  ON  PITMAN'S  SHORTHAND.  By  J.  W.  TAYLOR.  In  foolscap 

8vo,  cloth  gilt,  448  pp.  ..........        5/- 

THE  METHODS  OF  TEACHING  SHORTHAND.  By  E.  J.  MCNAMARA,  M.A.  In 

crown  8vo,  cloth  ..........     Net       3/8 

CHART  OF  THE  PHONOGRAPHIC  ALPHABET.     22  in.  by  35  in.         .         .         .        2<L 

DERIVATIVE  AND  COMPOUND  WORDS  IN  PITMAN'S  SHORTHAND  By  H.  W.  B. 

WILSON.     In  foolscap  8vo    ..........       2/- 

HISTORY  OF  SHORTHAND.  By  SIR  ISAAC  PITMAN.  Fourth  Edition,  Revised. 

In  crown  8vo,  cloth Net      6/- 

TYPEWRITING 

THE  JUNIOR  TYPIST.  By  ANNIE  E.  DAVIS.  Demy  8vo,  cloth  .  .  Net  2/6 

NEW  COURSE  IN  TYPEWRITING.  By  MRS.  SMITH  CLOUGH.  Large  post  4to  .  2/6 
PITMAN'S  TYPEWRITER  MANUAL.  Can  be  used  with  any  machine.  Sixth 

Edition.     Large  post  4to,  cloth        .........        5/8 

PITMAN'S  TYPEWRITING  EXAMPLES  for  any  machine — 

On  cards,  48  examples,  foolscap  folio  ......     Net       4/- 

In  note-book  form,  in  covers 21- 

FITMAN'S  EXERCISES  AND  TESTS  IN  TYPEWRITING.  Foolscap  folio.  Quarter 

cloth.     Third  Edition,  revised         .........        4/- 

HOW  TO  TEACH  TYPEWRITING.  By  KATE  PICKARD,  B.A.  (Lond.).  Crown  4to, 

cloth Net  5/- 

PRACTICAL  COURSE  IN  TOUCH  TYPEWRITING.  By  C.  E.  SMITH.  English 

Edition,  revised  and  enlarged.  Size  8i  in.  by  n  in.  .  .  .  .  2/8 

PRACTICAL  TOUCH  TYPEWRITING  CHART.  Size  30  in.  by  40  in.  .  Net  2/8 
REMINGTON  TYPEWRITER  MANUAL.  With  Exercises  and  illustrations.  Ninth 

Edition.  Large  post  4to Net  2/6 

THE  UNDERWOOD  TYPEWRITER  MANUAL.  By  A.  J.  SYLVESTER.  Large  post 

4to Net  8/6 

BAR-LOCK  TYPEWRITER  MANUAL  (Gronp  System  of  Touch  Typewriting).  By 

H.  ETHERIDGK.     Large  post  4to    ........     Net       3/- 

ROYAL  SOCIETY  OF  ARTS  TYPEWRITING  TESTS.  By  A.  E.  MORTON.  Elem., 

Inter.,  and  Advanced.     Each  in  foolscap  folio  ......     Net       4/- 

MODERN  TYPEWRITING  AND  MANUAL  OF  OFFICE  PROCEDURE.  By  A.  E. 

MORTON.     6J  in.  by  gj  in.,  cloth     .........        5/6 

A  TYPEWRITING  CATECHISM.  By  MRS.  SMITH  CLOUGH.  In  large  post  4to  Net  5/- 
DICTIONARY  OF  TYPEWRITING.  By  H.  ETHERIDGE.  In  demy  8vo,  cloth,  fully 

illustrated  .  . Net  7/6 

HIGH  SPEED  IN  TYPEWRITING.  By  A.  M.  KENNEDY  and  F.  JARRETT.  In  demy 

4to,  72  pp Net  2/6 

MECHANICAL  DEVICES  OF  THE  TYPEWRITER.  By  R.  T.  NICHOLSON,  M.A. 

Large  post  4to Net       6/- 

PERIODICALS 

PITMAN 'S  JOURNAL.     Subscription,  which  may  begin  at  any  time,  17/4  per  annum, 

post  free.     (Estab.  1842).     24  pp Weekly  3d^  by  post       4d. 

PITMAN'S  SHORTHAND  WEEKLY.     (Estab.  1892.)  .      Weekly  gd.,  by  post     2fcL 

BUSINESS    ORGANISATION    AND    MANAGEMENT.      Monthly.    1/6  net,  by  post 

1/9.     Annual  Subscription Net     18/- 

Uttntm't  Compute  Commercial  and  SkorO*,nd  Catalogue*  containing  FULL  particu&t  a/ 
tkeu  and  otlttr  important  works  will  be  tent  post  jru  on  application. 
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